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Welcome to GroupWise

GroupWise® is software that works to meet all your messaging, scheduling,
calendaring, and document management needs.

Starting GroupWise Before you can begin using GroupWise, you must run the GroupWise Setup
program. The Setup program wizard will take you step-by-step through the setup
process.

Running the Setup Program

1 Contact your system administrator for the location of the GroupWise Setup
program, SETUREXE. You need to know the location of the program
before continuing,.

2 Make sure you are logged in as yourself on your computer.

3 Click Start » Run.

4 Type the path to the GroupWise SETUPEXE program * click OK.

5 Follow the instructions in the Setup program.

Starting GroupWise

1 Double-click %¥ on your desktop.
The GroupWise Main Window appears. See A Brief Tour of GroupWise
under Gerting Started for more information about the Main Window.

Getting Help If you have trouble using GroupWise, you can get help from several sources.

2 Welcome to GroupWise

Online Help is available from wherever you are in GroupWise. In addition to
online Help, you can find answers to your questions at the Cool Solutions Web
Community which is available on the Web at www.gwmag.com.

Using Online Help

Much of the GroupWise Client documentation is available online. A variety of
access methods into online Help are provided so you can pick which method
suits your needs.

How Do I + Lists help topics organized by related tasks.



1 Click Help » Help Topics » the Contents tab » double-click How Do

I

Help Topics: GroupWise Help HE

Conterts | indes | Find |

Click a topic, and then click Display. Or click anather tab, such as Indss:

[ @ Using Oniine Help =l

Send ltems
@ ActOnlkems | Receive
@ Use My Daily Calendar
@ Take Care of Work While I'm Away
@ Fix My Mistakes
@ Hanage My Mailbox
@ Manage My Wark
@ Schedule Appointments, Reminder Nates, and Tasks
@ Collaborate with Others
@ Use My Phone
@ Customize Groupwise
@ Manage My Documents
@ Hanage Someone Else's Work =l

Close Print ‘ Cancel

Index ¢ Displays key words to help you find information, much like an

index in a book.

1 Click Help » Help Topics > the Index tab.

Help Topics: GroupWise Help

Contents Index | Find |

1 Tupe the first few lefters of the werd you're looking for.

2 Click the indsr enty you want, and then click Display

abbreviations, expanding ﬁ‘
About Language
| About 'workFlow Manager
accept
appointments
options
reminder notes
Iesource requests
tasks
accepted items
notification of
aceess
access rights
documents
access to attachments
access: another user's Malbos
denied =

Display

Cancel |

Guides * Walk you through a task or series of tasks to help you learn
GroupWise features. You may simply read the instructions in the guides if

you'd rather not perform the steps.

Welcome to GroupWise 3
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E 1 (Help Author On) [_[O]x]

1 Click Help » Guides.

GroupWise Guides

@ Retun to This Menu

5
JJT-‘ GroupWise Basics

Find out what is new in GroupWise. Learn the basics of messaging and scheduling,

@ Address Book

Lean how to take coniral of your cantacts with the Grouphise Addiess Baok
%
"% Automating GroupWise
Lear how to use Groupiwise tools such as Rules and Find Resulls folders to do
your work for you
IC35 Sharing Your Work
Leatn how to share folders, documents, and even your Maibox

@ Managing Your Documents

Learn how GrouptWise Library can help vou keep track of and share documents in
wour organization.

Context-Sensitive Help + Displays a brief explanation about any option in a

dialog box.
1 In adialog box, click il » click an option.

8 S 7

&S

Double-click to change zettings such az prionity, statuz
tracking. and zecurity for mail and phone meszages,

appointments, tasks, and notes.

Securty  Date & Time

LCloze |

Find + Lets you type specific words or phrases and displays help topics
containing those words or phrases.



Click Basics to learn the
fundamentals of GroupWise. N\

Click The Vault to read

archived content.

Click FAQ to see if your

question is a frequently asked
one.

1 Click Help » Help Topics » the Find tab.

Help Topics: GroupWise Help HE

Contents | Index Find |

1 Type the word(s] you want to find
1l

2 Select some matching words to nanow your search

=l Clear
Options. .
[=]
= N e
il e
Febuid...

to retrieve items has not been c ted. Do you
1 Deciring Appointments, T ask;
About Advanced Send Options
Abou Appaintment Oplions
Bboul Archiving the ltems in Your Mailbox
About Assighing Passiords to Your Maibox
About dssigring Tasks =

H

3 Click a topic, then click Display

[632 Topics Found | [[Anwards, Begin, Auto, Pauss |

Diply | i | cencel |

Using Cool Solutions

Cool Solutions is a web site devoted to helping you learn all about GroupWise.
In Cool Solutions you’ll find helpful tips and regular feature articles that give
you all the details about using GroupWise. In addition, you’ll find resources
such as downloadable Quick Start Cards and demos that will help you get
started. The following are samples of what you’ll find.

Opening Cool Solutions ¢
1 In your web browser, type www.gwmag.com.

COOI So|uﬁons Novell

m a g a z | n e GROUPWISE

Hi

L Click Talk to Us and send

your feedback about
GroupWise.

|Notify Me |links |Clossifieds |Admin | MAC |16-Bit

May 4, 1998

[ the GroupWise document management
feature sets GroupWvise apan fram other groupware offerings.
GroupWise WebPublishertakes document management a step farther
by letting you publish your documents to the 'Web, thus allowing all
websters, GroupWise Users ar not, to view your documents,
regardless of platfarm. All they need is a web browser. WebPubliher
is just the tool you need ta reach yourvarious publics, including the

Sending Your Questions to the GroupWise Experts ¢ Ask the Experts is
your forum to ask questions about GroupWise. If you’re wondering how to
do something in GroupWise, such as share folders, print a calendar, and so
on, and you can’t find instructions in the documentation or the Vault, send
your question to the experts.

Welcome to GroupWise 5



1 In your web browser, type www.gwmag.com.
Click Ask the Experts » Ask Us.
Click Ask the Cool Solutions Experts.

Depending on the size of your monitor, you may need to scroll to find
the Ask the Cool Solutions Experts link.

Find Setup Wizard

Find enables you to search for specific words and
phrazes in help topics. instead of searching for
information by category.

Before you can uge Find, Windows must first create a ligt
[or database). which contains every word from your help
file(s].

T create this list now click Mest.

% Minimize database size [recommended}

' Magimize search capabiliiies

& Customize search capabilities

< Back I Mext > I Cancel

4 Type your information and your question.
5 Click Send.

Downloading Resources from Cool Solutions + On the Downloadables
page, you'll find lots of resources that you can download and use in your
organization. There are demos that show you how to use GroupWise, feature
articles from the web site, User’s Guides, Quick Start Cards, and more.

1 In your web browser, type www.gwmag.com.
2 Click Downloadables.

3 Click the item you want to download, then follow the instructions.

6 Welcome to GroupWise



A Brief Tour of GroupWise

GroupWise integrates all your messaging, scheduling, calendaring, and
document management needs into one place.

The Main Window The Main Window is your “home base” for GroupWise. From the Main
Window you can read your messages, schedule appointments, view your
Calendar, open documents, and much more.

, . . - 1
Display settings drop-down list — T [0
on the toolbar Fle\Edt View Actions oo Window Help
| Er— 2 =T N N E EN=EE
Doug Andersar [ Fiom | Subject [ Date =
@& ¥ Dougénders Proposal 04/2310:31 AM
Folder List % gelﬂi ';ems F]  DougAnderson Diepartment Meeting 04/23 12,00 PM
@ @ Da iendar . 5 DaninVandenBos Mawing update 04/23 2:24 PM
(- 3 Pobert Anderson Funny 04/24 10:36 AM
Wtk In Progress E3¢ Todd Puser Buick Reference POF 04724 11:10.8M
8@ ] Cabinet @] Bil Shepherd Lunch & Giolf 04724 12.00 PM
[ Kate Jensen Job Number 04727 2:52 P
]tem LiSt ) PowerSel Sales 04/27 313 PM
g1 Meg 04/26 1:00 PM

2 1o Fenew 1| 2|2 Elale] 5018 o] Sl x| sl

From: Kats Jansen
To: Doug Anderson
Dae: Mlon, Apr 27, 10028 2:52 Pl -

5
&l p [Selected 1 [Tt 20 = 4

The QuickViewer lets you read
messages and their attachments in
your Mailbox without opening
them in a separate window.

You can open more than one Main Window in GroupWise. This is useful if you
proxy for another user. You can look at your own Main Window and the Main
Window belonging to the person you are proxying for. You might also want to
open a certain folder in one window and look at your Calendar in another. You
can open as many Main Windows as your computer’s memory will allow.

The basic components of the Main Window are explained below.

Toolbar

The toolbar lets you quickly accomplish common GroupWise tasks, such as
opening the Address Book, sending mail messages, and displaying your
Calendar. Point your mouse over any toolbar button and a tool tip displays the
name of the feature. The display settings drop-down list lets you quickly change
the display of your Item List.

A Brief Tour of GroupWise 1



Folder List

The Folder List at the left of the Main Window lets you organize the items you
send, receive, post, and share. You can also create new folders to store your items
in. Here is what you’ll find in each of the default folders:

'ﬁ Your user folder (indicated by your name) represents your GroupWise
database. Your user folder contains other folders as well as items.

Your Mailbox includes all items you’ve sent and received. Use the
display settings drop-down list to view only sent items or received
items.

4 w9

Your Cabinet is a container for all your personal folders and shared

folders.

@I

Your Documents folder contains references to documents that you
have created or opened. If you so specify, any documents you view or
import will also be added to this folder. See Organizing Your
Documents under Creating and Working with Documents for more
information.

gj Work In Progress contains unfinished messages. You can work on a
message, then send it later.

ﬁ The Trash contains all the items and documents you’ve deleted.

Item List

The Item List at the right of the Main Window displays your mail and phone
messages, appointments, reminder notes, tasks, and document references. Use
the display settings drop-down list on the toolbar to display incoming items,
outgoing items, and posted items.

QuickViewer

The QuickViewer opens below the Item List box. You can quickly scan items
and their attachments in the QuickViewer rather than opening each item in
another window.

Understanding Your
Mailbox

8 A Brief Tour of Group Wise

All of your items, whether you send or receive them, are stored in your
GroupWise Mailbox on the network. You can quickly display only incoming
items, outgoing items, posted items, or draft items by clicking a setting on the
display settings drop-down list. You can further restrict which items display in
your Mailbox by using Filter. See Filtering under Finding Irems in Your Mailbox

for more information.

You can organize your messages by moving them into folders within your
Cabinet.



Unread Items in Your Mailbox

All unopened items in your Mailbox are bolded to help you easily identify which
items and documents you have not yet read.

Collapsed discussion threads are also marked with bold text to show that there
are items in the thread that are unread. This saves you the time of expanding

each thread to check if there

are newly posted items.

Icons Appearing Next to Items in Your Mailbox

Next to each item you receive is an icon that helps you understand a little about
the item before you even read it. For example, you can determine the type of
item (mail, appointment, and so forth) and its priority. You can also see whether
the item has a file attached, whether an item you sent could not be delivered to

some recipients, and more.

Icon

=]

[x]

o

NN

Description

Appears next to an item you have sent. It indicates
that GroupWise could not deliver the item to one
or more recipients.

Appears next to a task or an appointment you have
sent. Next to a task, it indicates that at least one
recipient deleted the task without marking it
Completed. Next to an appointment, it indicates
that at least one recipient deleted or declined the
appointment without accepting it.

Appears next to an item you have sent. Next to an
appointment, it indicates that not every recipient
has accepted the appointment. Next to a task, it
indicates that not every recipient has completed the
task. Next to other item types, it indicates that not
all recipients have opened the item or that not all
recipients have deleted the item.

One or more attachments are included with the
item.

One or more sound annotations are included with
the item, or the item is a voice mail message.

Draft item.
Appears next to an item you have sent. It indicates

that GroupWise successfully delivered or transferred
the item to all the recipients.

A Brief Tour of GroupWise 9
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Icon

o~
s

===
I
D
A |
PP

S5P
HEE

Fl=].
GE@
A

Description
Posted item.
Specific version of a document.
Official version of a document.

Unopened discussion topic posted in a shared

folder.

Opened discussion topic posted in a shared folder.
Unopened workflow item.

Opened workflow item.

Unopened mail message with a low, standard, or

high priority.

Opened mail message with a low, standard, or high
priority.

Unopened appointment with a low, standard, or

high priority.

Opened appointment with a low, standard, or high
priority.

Unopened task with a low, standard, or high
priority.

Opened task with a low, standard, or high priority.

Unopened reminder note with a low, standard, or

high priority.

Opened reminder note with a low, standard, or

high priority.

Unopened phone message with a low, standard, or

high priority.

Opened phone message with a low, standard, or

high priority.



Icon Description

% % ﬁ The sender has requested that you reply to this
item. The item can be a low, standard, or high
priority.

Viewing Options in Your Mailbox

You can view the items in your Mailbox three different ways, depending on how
you want the information organized. Details, Discussion Threads, and As
Calendar are all found on the View menu.

Details ¢ Details displays a list of your items and information about them in
columns, including Subject, Date, CC, Priority, Document Type, Due Date,
Size, Version#, and many other categories. Details is the default Mailbox
view if you have not changed your Mailbox properties.

1 Click

on the toolbar to view by Details.

¢ GroupWize - Mailbox
File Edit “iew Actions Tools ‘“Window Help

JDispIayIHeceived Items = J @l&l@l %|-|%|-|>D| : EI =3
G) [ioug Anderzon | From | Subject | Date | =l
¢ 47 [Halbor] £4  Flobert Anderson Funny 04/23 803 AM
= Today Movel Review 401[k] Account Onlin - 04/23 10:02 AM
=1# Darid Anderson Will you please edit this 04/2310:03 A
Task List ﬁ Doug Anderson Propozal 0423 10:31 AM
=1 ‘wark In Progress 9]] Doug Anderson Department Meeting 04/23 12:00 P
E Cabinet 3 DarinandenBaos Moving update 04/23 2:24 PM
9 Robert Anderson Funng 04/24 10:36 Ak
s Todd Purser Quick Reference PDF 04/24 11:10 AM
Q:I] Bill Shepherd Lunch & Golf 04/24 12:00 PM
K n Job Mumber 04/27 2:52 PM
£ PowerSel Sales 04/27 313 P
&l Meg 04/28 1:00 Ph
il | |Selected: 1 |T0tal: 20 :_&E Vi

Discussion Threads ¢ Discussion Threads shows the e-mail discussion of an
original item and all its replies grouped in hierarchical order.

A Brief Tour of GroupWise 11



=] on the toolbar to view by Discussion Threads.

1 Click

&4 GroupWise - Mailbox

File Edit Yiew Acton: Toole Window Help

JDispIayIHeceivedllems j J @l&l%l %lvl%lvlﬁl EI |- | 3

G) Droug Anderson | Fram | Subiject | Date B

¢ 47 [Maibox] Robert Anderson Funiny 04/24 10:36 AM

(&) Sent ltems Todd Purser Quick Reference PDF 04/24 11:10 AM

@[ Calendar TPE Doug Andersan 04/27 245P

) ?:SCEEZPB SPE]  Katedensen Job Number 04/27 252 PM
e Job Mumber 04/27 252 PM

‘wiork, In Progress

B [Cahinet PowerSel S ales Training Course 04/27 313 PM
Doug Anderzon guwmag question 04/27 2:37 PM
teg 04/281:00 PM
Gary Frazier doc 04727 4:56 PM
A  Dougdnderson Fwd: Re: Question from Cool !t 0731 3:56 PM
A= DougAnderson Re: injury 0314 218 PM
A Nenn Andarsan Eta: Aftar = wan Frishrabina ma DR 220 Dr.l . »2
AI [ |Selected: 1 [Total 317 :_ﬂ:_ Az

As Calendar ¢ As Calendar displays all scheduled items saved in a particular
folder. This is useful if you organize all your appointments and other items
for a specific project in one folder either manually or with rules.

1 Click El on the toolbar to view As Calendar.

&% GroupWise - Mailbox

File Edit “iew Action: Tools 'Window Help
J Display I Received Items j

K= N R E R R =l =R
(%) Doug Anderson

il y Day ‘wiesk |M0nth| ear I Multi-UserI doug I
-[&) Sent ltems & Remind

@@ Calendar
[iocuments oo i Design
Task List A 30 Canf
wiark In Prograss L i |
) Cabinet 0 Depgrfmenf

0 Meeting

&
(Departme,

&l =E A

Using the Columns in
Your Mailbox

12 A Brief Tour of Group Wise

The Item List in the Main Window is divided into columns. Each column
displays information about the items in the list. For example, different columns
display the subject of items, the date they were sent, and so forth. You can
customize the column display for each folder in your Main Window by changing



column widths, by adding or deleting columns, and by changing the order of
columns. You can even define a different column display setting for each
personal folder in your Folder List.

Adding Columns to Your Mailbox
1 In the Main Window, open the folder you want to add columns to.
2 Right-click a column heading » click a column title.

or

Right-click a column heading » click More Columns > a column in the
Available Columns list box » Add.

Tips
*  You can select multiple columns to add by pressing Ctrl while you
click columns.

Changing the Order of Columns

1 In the Main Window, open the folder you want to change columns settings
for.

Right-click a column heading » click More Columns.
Click a column name in the Selected Columns box.
Click Down or Up.

Click OK.

g1 A WO DN

Tips

*  You can also drag columns to new positions in the Main Window.

*  You can define different column settings for each folder in your
Mailbox in Properties.

Resizing the Columns in Your Mailbox
1 In the Main Window, click the folder you want to resize columns in.

2 Dosition the mouse pointer over the edge of a column heading until a two-
headed arrow appears > drag to resize the column.

Sorting Golumn Items in Your Mailbox

1 Click the folder containing the items you want to sort.

A Brief Tour of GroupWise 13



2 Click View » Display Settings > Sort.

Sort [2]x]

Order
# fscending € Descending

Click the category you want to sort by in the list box.
4 Click Ascending to sort from A to Z.
or
Click Descending to sort from Z to A.
5 Click OK.
Removing Columns from Your Mailbox
1 In the Main Window, open the folder you want to remove columns from.

2 Drag the column heading off the column bar.

Using the Toolbar

14 A Brief Tour of Group Wise

Use the toolbar to access many of the features and options found in GroupWise.
When you use certain features (for example, when you are in your Calendar), the
toolbar for that feature appears.

To find out about a toolbar button, move the mouse pointer over the button
and read the tool tip that appears.

You can customize each toolbar by adding and deleting buttons, choosing button
order, and placing separators between buttons. See Customizing Your Toolbar
under Customizing GroupWise.

Changing the Toolbar Display
1 If the toolbar is not displayed, click View » Toolbar.
2 Right-click the toolbar » click Properties.



3 Click the Show tab.

Toolbar Properties HE

Show | Custorrizs |

& Picturs (" Picture and test
1SN @ a
Address Book Find Propetties

Display options
& Single row of buttons only. All buttans may not be displayed
€ Multiple rows of buttons, if necsssary. All buttons wil be displayed

¥ Show display settings chop-dowin list

Cancel

4 Choose how you want the toolbar to display » click OK.

A Brief Tour of GroupWise 15
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Logging into GroupWise

When you start GroupWise®, a dialog box gives you the opportunity to log in to
GroupWise. The Startup dialog box changes, depending on the information
GroupWise needs in order to open your Mailbox. For example, if you have a
password on your Mailbox and log into the network and start GroupWise from
your own machine, you may get a dialog box that asks for your password.

However, if GroupWise can’t find the post office (for example, if the location of
the post office changed or if the server containing the post office is currently out
of service), you may get a dialog box that lets you specify the path to the post
office or the TCP/IP address of the post office agent, your username, and your
password.

You can use a startup option to force the Startup dialog box to be displayed
when you start GroupWise.

Logging into Your
Mailbox

1 Make sure you are logged into your network.
2 Start GroupWise.

If you have not specified a password for your Mailbox and GroupWise needs
no additional information, you will bypass the Startup dialog box and
GroupWise will be displayed.

3 Ifyou are prompted for a password or other information, type the password
or required information in the appropriate box * click OK.

Tips

¢  Other information GroupWise might require includes the TCP/IP
address and port of the post office agent, the path to the network
post office or the path to the remote database. If you do not know
the required information, contact your system administrator.

Logging into Your
Mailbox from Another
User’s Workstation

1 Log into the network with your own user ID.
or

To force the GroupWise Startup dialog box to be displayed, right-click the
GroupWise icon on the desktop » click Properties * click the Shortcut tab
» in the Target box, after the GroupWise executable, type a space » type
/@u-? » click OK.

Logging into Group Wise 17



2 Start GroupWise.

&) GroupWise Startup

UserlD [Reguired): |DAnderson

Passward:

" Path to main mailbox: |

" Path ta remate mailbos: | J

Address:  [151.155.134.171 Pot: [1678

Ok | Cancel

Type your user ID if it is not already displayed in the User ID box.

4 Click the Password box * type your password » click OK.
Tips
¢ You must be on the same post office as the other user to log into
your own Mailbox from his or her workstation.
Making Your Password 1  Start GroupWise.
Apply to Others Only 2 Click the Password box * type your password.
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Select the Remember My Password check box » click OK.

Tips

*

Your system administrator can choose to disable Remember My
Password for users on your system.

This option is machine-specific, meaning that if you tell GroupWise
to remember your password on one workstation, then log into
another machine, you may be prompted for your password again. If
you select the Remember My Password check box on the new
workstation, GroupWise will remember your password on it also.
You can also select Remember My Password in Security Options.

If you change your mind and want to be prompted for your
password, click Tools » Options » double-click Security » click
the Password tab » deselect Remember My Password.

You can have NDS remember your password using Security in
Options. Click No Password Required with NDS. Once you have
selected this option, you will not be prompted for your GroupWise
password on any machine, as long as you have logged into NDS as
yourself first. You will still be prompted for a password when using
Remote.
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Specifying the Path to
the Remote Database

Start GroupWise remotely.
In the Startup dialog box, type your password.

Click the Path to Remote Mailbox box » type or browse to the path to the
remote database. For example, you might type C:\REMOTE.

or

If you do not have a remote database, type a path to where you want to have
a remote database. When you click OK, you are prompted to create the
remote database.

4 Click OK.

Tips

*  GroupWise starts remotely if you have no network connection, if
GroupWiise fails after several attempts to connect to the Master
Mailbox (for example, if the server that contains the post office is
currently out of service), or if you use the /ps-<PATH> startup
option.

Specifying the TCP/IP 1 Start GroupWise.

ﬁ;lf(:;‘;s‘s\gognt:] e Post 2 In the Startup dialog box, click TCP/IP.
&) GroupWise Startup
Uzer D [Required): |DAnderson
Pazzword: |

Address:  [151.155.134.171 Por: [1678

" Path ta main mailbos: |

|
|
’Tl Cancel |

" Path ta remate mailbox: |

3 Type the TCP/IP address of the Post Office Agent.
If you do not know the TCP/IP address or port for the post office agent,

contact your system administrator.

4  Specify the Post Office Agent port.
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5 Click OK.

Tips
¢ You can specify either the path to the network post office or the
TCP/IP address of the Post Office Agent.

Changing the Path to 1 Start GroupWise.

H;?I(':‘: twork Post 2 In the Startup dialog box, click Path to Main Mailbox.

&) GroupWise Startup

UserlD [Required): |DAnderson

Pazaward: |

" TCP/AP | |
| o
" Path to remote mailbos: | J
Ok | Cancel |

3 Type or browse to the path to the network post office. For example, you
might type X:\PO.

If you do not know the path to the network post office, contact your system
administrator.

4 Click OK.

Tips

¢ You can specify either the path to the network post office or the
TCP/IP address of the post office agent.

¢ You can also use the /ph- startup option to specify the path to the
post office.
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Working with Items in Your Mailbox
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Sending and Receiving ltems

Every day you communicate in a variety of ways. To accommodate these needs,
GroupWise® delivers your items using a variety of item types. Each item type is
explained below.

Mail
A mail message is for basic correspondence. You can use it for anything
resembling a memorandum or letter.

Phone Message

A phone message helps you inform someone of a phone call or visitor. You can
include such information as caller, phone number, company, urgency of the call,
and so forth.

Appointment

An appointment lets you invite people to and schedule resources for meetings or
events. You can schedule the date, time, and location for the meeting. You can
use posted appointments to schedule personal events such as a doctor’s
appointment, a reminder to make a phone call at a certain time, and so forth. See
Scheduling Appointments, Tasks, and Reminder Notes under Scheduling Group and
Posted Items.

Task

A task lets you place a to-do item on your own or on another person’s Tasks
List. You can schedule a due date for the task and include a priority (such as Al).
Uncompleted tasks are carried forward to the next day. See Scheduling
Appointments, Tasks, and Reminder Notes under Scheduling Group and Posted
Ttems.

Reminder Note

A reminder note is posted on a specific date on your own or another person’s
Calendar. You can use reminder notes to remind yourself or others of deadlines,
holidays, days off, and so forth. Posted reminder notes are useful as reminders for
birthdays, vacations, pay days, and so forth. See Scheduling Appointments, Tasks,
and Reminder Notes under Scheduling Group and Posted Items.

Sending Mail
Messages

22  Sending and Receiving Items

A mail message is like an internal memorandum; it has a primary recipient,
subject line, date, and can be carbon copied and blind copied to other users. You
can also attach files, document references, sounds, movies, and OLE objects to
your mail messages.

CC (Carhon Copy)

Sends copies of an item to users who would benefit from the information, but
who are not directly responsible for the information or directions in it. All
recipients can see that a carbon copy was sent.

BC (Blind Copy)
Sends a copy of your item to a recipient without the knowledge of any of the
other recipients. Only the sender and the blind copy recipient know that a blind



copy was sent. When a recipient replies and chooses Reply to All, the blind copy
recipient will not receive the reply.

1 Click % on the toolbar.

= Mail To: H[=] &3

File Edit “iew Actions Tools ‘wWindow Help
| &|Es|e| wElb | u| 2] B 885
Fram: IDougAnderson CLC: I JIL|
To || BC: I Send
Subject: |
Meszage: x |
Cancel
LE
Address
Attach
il |FOIder: Mailbox @/ﬂ

2 In the To box, type a username > press Enter. Repeat for additional users.

To select usernames from a list, click Address » double-click each user »

click OK.
3 Type a subject.

4 ‘Type a message.
5 Click Send.

Tips

*  You can specify a different default mail view in Default Views
Options. See Setting Options for GroupWise under Customizing
GroupWise.

*  You can specify many options, such as making a message a high
priority, requesting a reply from the recipients, and more. See Sezing
Options for GroupWise under Customizing GroupWise.

Sending Phone A phone message is a note you can send to notify other GroupWise users of calls
Messages they received while they were out of the office or unavailable. Phone messages are
stored in the recipient’s Mailbox.
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Phone Message is simply a view, like a task or mail view. You cannot answer
your phone from a phone message. Use Conversation Place to manage your
telephone directly from the GroupWise desktop. See Using Conversation Place
under Using Your Phone with GroupWise.

You can change the phone messages you receive into tasks, reminder notes, or
other posted item views. This way, you can leave a record of the conversation on
the date it was held (reminder note) or create a to-do item to complete at a later
date (task). See Changing Item Types under Working with Items in Your mailbox.

1 Click File » New » Phone Message.

File Edt “iew aActions Tools “window Help

S e e S I I A Y

Ta |

Caller: I EI
I

Company:

Phore: | ﬂ

" Telephoned " Please call Cancel
™ will call again [~ Returned your call

™ Wants to see pou [~ Came to see you l!3
™ Urgent —

Addiess

i

Attach

Message:

From: |DuugAndersun
_& | [Folder: Maikos =7
2 In the To box, type the user’s name * press Enter.
3 Type the name, company, and phone number of the caller.
4  Select the check boxes that apply to this phone message.
5 Type the message in the Message box.
6 Click Send.

Tips

¢ You can place a New Phone Message button on the toolbar. See
Customizing Your Toolbar under Customizing GroupWise.

Spell-Checking Items Use Spell Checker to check the text for misspelled words, duplicate words, and
You Send certain capitalization errors. You can spell-check selected words or the entire
message. While spell-checking, you can choose from the following options:
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Replace

Replaces a misspelled word with a word Spell Checker suggests. To replace a
misspelled word, double-click the word or click the word » Replace. To make
your own corrections, edit the word in the Replace With box » click Replace.

Skip Once
Skips the word one time. Spell Checker will stop the next time it encounters the
word.

Skip Always
Skips every occurrence of the word throughout the document. Spell Checker
ignores the word until the next time you spell-check.

Add
Adds the word to the current user dictionary, which stores supplemental words
so that Spell Checker can recognize the word in future spell-checks.

QuickCorrect

Defines an automatic replacement for a word or phrase. When Spell Checker
stops on a word, click QuickCorrect to replace the word with the text in the
Replace With box and add the replacement to the user word list QuickCorrect
uses. Next time you type the word, QuickCorrect automatically replaces it.

Suggest
Displays additional words or phrases in the Replacements list box.

Spell-Checking an Item
1 Click the Subject or Message box.
or

Select the text to spell-check.
2 Click Tools » Spell Check.

{Speil EhECkéiﬂél Thesaurus I Grammatik I
Fieady IBegm spell checking | Start l HuickEamect |
Rieplace it SkipOree | Upsm |
Replacements: Skip Always I Suggest |
Add | Customize |
P T |
Checl_(:lm
Cloze | Help |

3 Click Yes when spell-checking is complete.

Spell-chgcking Items You can spell-check items automatically every time you click Send.
Automatically 1 Click Tools » Options » double-click Environment.

2 Click Check Spelling Before Send » OK.
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Attaching Files

You can attach files and document references to mail messages, appointments,
reminder notes, tasks, and phone messages. You can use Attach to send one or
more files or document references to other users. For example, you may want to
send an expense report to another user. You can attach a file that exists on your
hard disk, diskette, or network drive. The recipients can open the attached file,
save it, view it, or print it. If you change the attached file after you have sent it,
the recipients will not see the changes.

If the file you want to attach is a document stored in GroupWise Library, you
can attach a document reference. When a recipient opens the attachment, the
document in the library will open if the recipient has rights to open or view the
document and if the library is available. If any recipients do not have sufficient
document rights, or if they are not using an e-mail product that supports
GroupWise Library, or if the library is unavailable, only a copy of the document
will open. If the recipient edits the copy, the changes will not affect the actual
document in the library. For more information about document rights, see
Sharing Documents under Creating and Working with Documents.

If you attempt to open or view an attached file that is password-protected, you
must type the file’s password. If you do not know the password, you cannot
open or view the attached file.

Attaching a File to an
Item

26 Artaching Files

1 Click % on the toolbar.

2 Fill in the To, Subject, and Message boxes.
3 Click Attach.

Attach File H
Look in: |El myfiles j il
|Backup: 8413797, wpd
% 4.11-97 wpd

@ abgroup. som
combine. edm
3-21-97.wpd &l cpazednz ene
csta32.dl
| 32user] pdf b1 00007 htrnl

|

File name: I Ok, I

Files of type:  [Al Fiies ) = Cancel |
Document Reference... |

4 Click the file you want to send » OK.
To attach several files, Ctrl+click other files before clicking OK.




5 Click Send.

Tips

¢ The recipients will see a small paper clip icon E & next to the
item in their Mailboxes, indicating that the item has an attachment.

* Moving or deleting a file on a disk or network drive does not affect a
file you’ve attached to an item and sent.

Attaching a Document ...
Reference to an ltem 1 Click g on the toolbar.

2 Fill in the To, Subject, and Message boxes.

3 Click Attach » Document Reference.

Select Document [2]
Falders: Awailable Documents:
(& Doug Anderson fiom T LA
ot 31 n Froposal 04/
@ Sent ltems ﬁ Doug Anderson Proposal 0442
[ Calendar

] @3 Documents
Task List
wiork In Progress

-] Cabinet

il | l
Library: Document #: Wersion: Wersion H#:
DRM21-LIBT [Defaul) =] [sos11 | Specific Version R

ak. Cancel | Eind |

4 Click the library where the document is stored.

In the Document # box, type the document number. If you don’t know the
number of the document, click Find to locate the document in the library.

6 In the Version drop-down list, click which version (current, official, or
specific) you want to attach. If you select Specific Version, type the version
number in the Version # box.

7 Click OK » Send.

-t

Deleting an Attached
File from an Item

Right-click the attachment you want to delete » click Delete.

Tips

¢ If you delete an attached file, it is not erased from disk or network
drive; it is simply removed from the attachment list.

*  You can delete an attached file if you are the sender, but not if you
are the recipient.

Attaching Files 21



Viewing Attached Files  If you just want to quickly scan an attachment, you can view it instead of
opening it. When you view an attachment, it is not opened in a separate
application. Instead, it is displayed in a viewer. This is usually faster than
opening the attachment; however, the attachment may not be formatted
propertly.

1 Right-click the attachment » click View Attachment.

Tips

¢ Ifyou cannot see an icon representing the attachment in your view,
click File » Attachments > View.

* If the item you’re reading contains several attachments, they appear
as icons at the top of the Attachment Window. You can view the
other attachments by clicking them.

Opening Attached Files  When you open an attached file, GroupWise determines the correct application
to open the file in. You can accept the suggested application, or you can type the
path and filename to another application. If you just want to scan the contents of
the attachment, you can view it rather than open it. See Viewing Attached Files.

1 Open the item containing the attachment.
2 Right-click the attachment > click Open.

3 If you want to open the attachment in a different application, type the path
and executable filename.

This step may not be necessary if the correct application is already listed.
4 Click OK.

Tips
* Ifyou cannot see an icon representing the attachment in your view,
click File » Attachments » Open.

Attaching Sound Files You can add voice or digitally recorded sound files to an item. For example, you

to an Item might dictate a letter and have the recipient listen to the dictation and type the
letter. However, to annotate an item with sound, you must have the appropriate
hardware and software drivers installed.

1 Inanitem view, drag @ from the status bar onto any area of the view
outside of the boxes.
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2 Click the circle to begin recording the sound.
3  Click the square to stop the recording.
4 Click File » Exit & Return to GroupWise.

You can display items in your Mailbox that you have previously sent. A few
reasons you may want to display items you’ve sent are listed below:

Read
You can read a message you sent to make sure you included correct information
or to remind yourself of what you wrote.

Resend
You can resend an item a second time, perhaps with corrections or to other users
who didn’t originally receive the item.

Track the Status (Properties)
You can see who received the item, who opened it, who deleted it, and more.

Retract
If you realize you made a mistake, and you already sent the item, you may be
able to retract it before the recipients read it.

Displaying Items
You’ve Sent

1 Ifyour toolbar is not already displayed, click View » Toolbar.

2 Click Sent Items on the display settings drop-down list.

Tips
+ To display both received and sent items, click All Items on the
display settings drop-down list.

Confirming Delivery of
Items You’ve Sent

GroupWise provides several ways for you to confirm that your item was

delivered.

Track an Item You Sent

You can check the status in the Properties window of any item you’ve sent.
Right-click the item » click Properties. The Properties window shows you when
the item was delivered and opened, in addition to other information.

Receive Notification When the Item is Opened or Deleted
You can receive notification when the recipient opens or deletes a message,
declines an appointment, or completes a task. While composing a message, click

File » Properties * the Status Tracking tab » the When Opened or When
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Deleted Return Notification pop-up list * select how you want to receive
notification.

Request a Reply

You can inform the recipient of an item that you need a reply. GroupWise adds
a sentence to the item stating that a reply is requested and changes the icon in
the recipient’s Mailbox to a double arrow. While composing an item, click File
» Properties > Reply Requested *> select how soon you want the reply in the
Reply Requested box.

Resending Items Use Resend to send an item a second time, perhaps with corrections. Resend lets
you send an item without re-typing all the information.

When you resend an item, you can retract the original item. Mail and phone
messages cannot be retracted if they’ve already been opened. Appointments,
reminder notes, and tasks can be retracted at any time.

1 Click Sent Items on the display settings drop-down list on the toolbar.
2 Right-click the item you wish to resend » click Resend.
3 Make any changes to the item, if necessary * click Send.
4 Click Yes to retract the original item.
or

Click No to leave the original item.

Tips

¢ You can check the Properties of the original item to see if
GroupWise was able to retract it. If Properties does not list
Retracted, the item has already been opened.

Retracting ltems Use Delete to retract an item you sent. For example, if you realize you made a
You’ve Sent mistake after you sent an item, you may want to delete it before the recipients
read the item.

1 To display sent items in your Mailbox, click Sent Items on the display
settings drop-down list on the toolbar.

2 Click the item in your Mailbox that you want to retract.
Click Edit » Delete.
4 Click the appropriate option.
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5 Click OK.

Tips

*  You can retract a mail or phone message from those recipients who
haven’t yet opened the item. You can retract an appointment,
reminder note, or task even if it has been opened. Internet messages
cannot be retracted.

* To see which recipients have opened your message, right-click the
item in the Mailbox > click Properties.

Checking the Status of  Properties lets you check the status of any item you've sent. For example, you

Your ltems can see when an item was delivered and when the recipient opened or deleted the
item. If a recipient accepted or declined an appointment and included a
comment, you'll see the comment in the Properties window. You’ll also see if a
recipient marked a task Completed.

Properties also shows information about items you receive. You can see who else
received the item (except for blind copy recipients), the size and creation date of
attached files, and more. For information about a document, use the Activity
Log in Properties. See Viewing the History of a Document under Creating and
Working with Documents.

1 Click or open the item for which you want to check the status.

2 Click File » Properties.

Tips

*  You can also right-click an item in your Mailbox, then click
Properties to see the status information.

¢ The icons next to an item can give you helpful status information
too. See A Brief Tour of GroupWise under Getting Started.
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Managing Received Items

Click Received Items on the

GroupWise stores all the items, mail messages, appointments, and so on, you
receive in your Mailbox.

&% GroupWise - Mailbox

display settings drop-down list.

TiE Etar ¥iew gouons  tools \Window Help
JDisnlay|Received"9m8 =l J@|&|Q| %‘H%H'}m @| @H@}ll
® [ioug Anderson | From | Subject | Date | B
& B2 Mark Presley Humor 04/22 413 PM
{g] Sent ltems £ Kafie Jensen Fl Headines 04/22 414 PM
m Cdendr & o Bcumert Statis R4S g
T:;:EZP ¢ B Loreen Franzoni Starting & new job 04/22 4:20 PM
& otk In Progress B Caol'woolf Infarmation for sharehalers 04722 422 PM
B Cabinet @# Doug Anderson Propasal 04/22 449 PM
£ Robert Andersan Funiny 04/23 8:03 &M
£ Today Movel Review 401[k] Account Onlin - 04/23 10:02 AM
[=1# David Anderson Will you please edit this 04723 10:03 A
ﬁ Dioug Anderson Proposal 04/2310:31 M —
@] Doug Anderson Department Mesting 04/2312:00 P
& DaninVanderBos Moving update 04/23 224 PM [
&l [Selected: 1 [Tatal: 17 3E 4

From your Mailbox, you can read items, reply to items, and forward items
you've received. In addition, you can delegate tasks and appointments to other
users. You can even change an item, such as a mail message, to another type of
item, such as an appointment.

Reading Items You
Receive
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You can read incoming items in your Mailbox or Calendar. Your Mailbox
displays a list of all of the items you have received from other users. Posted
appointments, reminder notes, and tasks appear in your Calendar, not in your

Mailbox.

You can open and read all types of new items in your Mailbox. However, you
may want to read appointments, tasks, and reminder notes in your Calendar so
you can view new messages while looking at your schedule. Phone and mail
messages stay in your Mailbox until you delete them. Appointments, reminder
notes, and tasks stay in your Mailbox until you accept, decline, or delete them.
When you accept an appointment, reminder note, or task, it no longer appears
in your Mailbox; it appears only in your Calendar.

All Mailbox items are marked with an icon. The following table includes each
icon that displays in your Mailbox. The icons change depending on whether or
not the item has been opened.

Item Type Unopened Opened

Mail Message El @
Phone Message @ @



Item Type Unopened Opened

Task [9 [%
Appointment % 'EEI]
Reminder Note E

In addition, all unopened items in your Mailbox are bolded to help you easily
identify which items and documents you have not yet read. This is especially
useful for collapsed discussion threads because it saves you the time of expanding
each thread to check if there are newly posted items.

Reading Items in Your Mailbox

1 Double-click the item you want to read.

Tips
* If your Mailbox is not displayed, click 53 in your Folder List.

Reading Items in the QuickViewer

Use the QuickViewer to scan the contents of your items. The QuickViewer saves
time because you don’t need to open each item; you simply click an item or
press the Down-arrow to read your items. If you click a document reference, the
document will display in the QuickViewer. You can display an item’s

attachment by clicking the attachment in the drop-down list on the
QuickViewer toolbar. OLE attachments do not display in the QuickViewer.

When you read an item in the QuickViewer, the icon changes to the opened
status. For example, the closed envelope representing a mail message changes to
an opened envelope.
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1 Click gl on the toolbar.

4% Groupwise - Mailbox [_[o]=]
File Edit View Actions Took Window Help
| Disply [ Receivod ltoms || =lzla] & s EEEE
(&) Do Anderson [ From | Subject [ Date =l
& &7 [Malboy] Taday Novell Fieview 4011 [k] Account Onlin 04723 10:02 &h
&) Sent ltsms =ls David Anderson  Will you please edit this 0423 10:03
Ea‘a””a' %S Dougénderson Proposal 04/2310:31 A
T:;f’[‘zt”“ Doug Andersen Department Meeling 04/23 1200 Fh
otk In Frogiess £4  DarinVandenBos  Moving update 04723 2:24 PM
& B Catinet £ Fobert Anderson Funny 04/24 1035 A
E4s Todd Puser Ouick Reference POF 04/24 1110 A
31 Bil Shepherd Lunch & Gal 04/24 1200 P
IR Kate Jensen ok Fumber G457 353 Fhi =
| i
& 1011 [ Job Humber jﬂ = S| BB
From: Kate Jensen {Doug £nderson)
Te: Dioug Ande rson
Date: hdon, Apr27, 1998 2:53 P
Subject: Job Mumber
‘Wbhen startinga new job please send me the new job number = |cantrack it during the production
process
:
all |Selected 1 [Totat 18 =F 4

2 Size the QuickViewer by dragging a corner of the window or by dragging the
horizontal dividing line up or down.

If you size and close the QuickViewer, it will be the same size when you
open it again. Size it by dragging a corner of the window, not by clicking the
maximize button.

3 In the Mailbox, click each item that you want to read.

Tips

¢ To close the QuickViewer, repeat Step 1 above.

¢ Right-click in the QuickViewer window to choose other options
such as Print.

¢ Open the QuickViewer and maximize GroupWise to increase the
size of an item.

Marking an Item Unread

If you open an item to read it, but decide you want to read the item later, you
can mark the item unread. Marking the item unread changes the item to bold
and changes the item’s icon to unopened so you will know you still need to read
the item.

1 In the Main Window, click the item in the Item List.
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2 Click Actions » Read Later.

Tips

* Marking an item you have opened unread does not change the status
of the item in Properties. For example, if you have opened an item,
then marked the item unread, the sender of the item still sees the
item status as opened in the Properties window.

Replying to Items You Use Reply to respond to an item. You can reply to everyone who received the

Receive original item or to the sender only, without having to create and address a new
message. You can also include a copy of the original message in your reply. Your
reply will include Re: preceding the original subject text. You can modify the
subject text if you want.

Replying to an Item
1 Open or click the item you want to reply to.
2 Click Actions > Reply.

Reply EHE

Options oK
¢~ Reply to all [zender and recipients) Caticel |

v Include message received from sender

3 Click Reply to Sender.
or
Click Reply to All (Sender and Recipients).
Click OK.
Type your message * click Send.

Tips

+ Ifyou reply to all recipients of an item and the original message
included BC or CC recipients, your reply will include the CC
recipients, but not the BC recipients.
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Including the Message Text in a Reply

1 Open the item you want to reply to.

2 Click Reply.

3 Click Include Message Received from Sender » OK.
4 ‘Type your message * click Send.

Tips

¢ Sometimes you may like to mix your comments with the included
text to maintain a conversational flow. In this case, you may want to
bold, underline, or italicize your text to differentiate it from the
original text. Select your text » click Edit » Font » an option.

Replying to an Item in a Shared Folder

When you reply to an item in a shared folder, you have two additional reply
options. If you are reading someone else’s reply, you can choose to reply to the
original discussion topic, rather than to the item you are reading. Or, you can
reply to any item you are reading, whether it’s an original discussion topic or
someone else’s reply. In either case, these replies are posted in the shared folder
rather than sent to individuals.

1 Open or select an item in the shared folder.

2 Click Actions * Reply.

Reply HE

Options
i 0K I

£ L H el boariite] 6 e s b
o Cancel |

" Reply privately (outside discussion)
= | TG eraen ol

£ Mo &l [sendern and recipents]

™ Include message received from sender

3 Click a reply option » OK.
For a description of each reply option, click il » the option.
4 ‘Type your reply » OK.

Tips
¢ Unless you choose a Reply Privately option, your reply is posted in
the shared folder rather than sent to individuals.
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Forwarding Items to
Other Users

When you receive a message, appointment, or task, you can forward it to other
users. You can also forward a document reference. For example, if you are no
longer the chairperson of a committee but you are still receiving mail messages
related to the committee’s business, you can forward the items you receive to the
new chairperson.

When you forward an item, it is sent as an attachment to a mail message. The
mail message includes your name and any additional comments you have made.

If you receive an appointment, reminder note, or task that you want to assign to
another user, use Delegate. When you delegate an item, the sender of the item
receives notification that responsibility for the item has been assigned to another
user.

1 Click the item you want to forward in your Mailbox.
2 Click Actions » Forward.
3 Type a username in the To box > press Enter.

Click Adderess if you want to search for a username in the Address Book.
Double-click the username > click OK.

4 Click in the Message box, then type a message (optional).
5 Click Send.

Tips

* Ifyou can’t accept an appointment, task, or reminder note, you can
delegate the item instead of forwarding it. Delegating places a
delegated status in the sender’s Properties window, letting the sender
know you have transferred responsibility for the item to another
person.

Changing Item Types

You can use Change To to convert an item in your Mailbox to another type of
item. For example you can change a mail message in your Mailbox to an
appointment in your Calendar. The new appointment contains all the
information from the mail message (such as To, CC, and BC lists, subject, and
message text) that is applicable in the appointment. By default, all new items
created using Change To are posted items; however, you can change a posted
item to a group item in the Change To dialog box.

When you change a mail or phone message to another type of item (such as an
appointment or task), the original item is removed from your Mailbox and the
new item is added in the appropriate location, such as the Calendar.
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When you change an item, GroupWise displays the default item view selected in
Environment Options.

Changing an Item in Your Mailbox to Another Type of ltem

1 In your Mailbox, click the item you want to change.
2 Click Edit » Change To.

% Switch the contents of this item to a task

File WSall Yiew Actions Tools “Window Help

Diss SR R = =N A
G) C Subject Date =l
4 Select Al Clrls alf [Doug Anc  Infarmation far sharshalers 04/22 4:22 PM

derson Proposal 04422 4:49 PM
i Delete Del ndersan Funny 04423 8:09 AM
el Review 401[k] Account Onlin - 04/23 10:02 Ak
Emply Trash hnderson [D  Will you pleaze edit thi=s 04723 10:03
5 04/2310:31 Ak
Appaintment ert Mesting 04/2312:00 Ph
Folders... - .
P pdate 04/232:24 PM
overting o TEer Reminder Hote 04/24 10:36.4h
Phone Message  pference FOF 04/2411:10 &b
M Golf 04/2412:00 Ph
ore..
SO rrerber 04427 2:52 PM
Sfat F‘nn?ar_u ‘wiorkflow Machm.e Status [ LI—
iew Primary Workflow Machine Status
A& Selected: 1 Total: 18

3 Click an item type.
4 ‘Type the necessary information.
5 Click Post.

Tips
¢ You can right-click the item > click Change To to change the
selected item from a posted item to a group item or vice versa.

Changing an Item in Your Calendar to Another Type of ltem
1 Click Window » Calendar to open your Calendar.

2 Click the item you want to change in the Appointments, Tasks, or Reminder
Notes List.

3 Drag the item to the list that corresponds to the type of item you want to
change it to.

For example, drag a task to the Appointments List to change it to an
appointment.
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4  Specify any additional information in the item view » click Post.

Tips
*  You can also press Ctrl while you drag the item to copy it.

Changing a Posted Item to a Group Item
1 Inyour Calendar, click a posted item.

2 Click Edit » Change To » More.

Change To [ 7]

Item type Wiens:
' Mail §
" Phone 1 Reminder note
O Task

Appointrient *

" Group  * Posted

oK Cancel

Click Group » OK.

Type any additional information * click Send.

Delegating Items Use Delegate if you receive appointments, tasks, and so forth that you can’t
accept. For example, you may receive an appointment for a meeting about
something you no longer have responsibility for. Instead of declining the
appointment, you can delegate it. You can delegate appointments, tasks, or
reminder notes. The sender can find out who you delegated the item to in the
item’s Properties window.

1 In the Main Window or your Calendar, click a task, reminder note, or
appointment.

Click Actions » Delegate.

Type a username » press Enter » click Address if you want to search for a
username in the Address Book » double-click the username » click OK.

4 Type any additional comments to the recipient.
Click Send.
Click Yes if you want this item to remain in your Calendar.
or

Click No if you want this item deleted from your Calendar.
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Receiving Items That
Are Written in HTML

40 Managing Received Items

If you open an item that has been composed in HTML, you are opening a live
browser. While you cannot perform an independent web search, you can click on
any links that are included in the message and jump to the linked web sites.

Moving within an HTML Message
1 To move back to the previously displayed page, click HTML » Back.
or

To move forward to the next previously displayed page, click HTML »
Forward.

or
To move to the first page of the message, click HTML » Message Home.

Opening Your Browser from an HTML Message

1 Click HTML » Browse This Page.

Tips

¢ Ifyou are viewing a message or attachment that is a page on the
Web, your default browser will open to the same page that you are
currently viewing in GroupWise. Once you have opened the page in
your browser, you can bookmark it or add it to your list of favorite
web sites. If the page is not on the Web, this option is not available.

Running a Script

An HTML message may contain a script, such as one composed in JavaScript or
VBScript. You will be prompted before the script is run to see if you really want
it to be run. You should never run a script from someone you don’t know or
don’t trust. A malicious script could damage your messages or impersonate you
and send messages in your name.

Each time you run a script, you can add the username to a Trusted List of
known users. If you receive a script from a user who is on the Trusted List, you
will not be prompted before the script is run.

To view who you have selected to run scripts from,
1 Inan HTML message, click HTML » Security.
Turning Off HTML Support in an HTML Message

1 Click HTML » View as Text Message.
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Scheduling Appointments, Tasks, and Reminder Notes

Scheduling appointments, tasks, and reminder notes with GroupWise®
convenient. You can use Busy Search to check for a time when all the people and
resources you want for a meeting are available. You can use Auto-Date to
schedule recurring appointments, tasks, or reminder notes quickly and easily. See
Scheduling Recurring Appointments under Scheduling Group and Posted Items for
Auto-Date information. You can also reserve a block of time with a posted
appointment. If you want to find out whether someone accepted a task or is
coming to your meeting, you can check for an accepted or declined status.

Scheduling an ., =
. 1 Click 227 on the toolbar.
Appointment
€ Appointment To: Doug Anderson [_ (O] <]
File Edt “iew Actions Tools Window Help
5] = 72 o M N & 8l&|%
From: ‘JDuliE F':sdnn CC: | il
To: [Davg Andersan go | o
Place: ‘Ennﬂ taam #2
Stattdate:  [wed. Apr 29, 1933 Moo m| X
Diuratior ‘3 Haurs 15 Minutes Cancel
Subject ‘Ploductiom teeting 5
Message: \'ﬂ
Addiess
Altach
=
Busu?
ﬂ Folder: Calendar LT

2 In the To, CC, and BC boxes, type the names of the people to invite. In
addition, include any resource IDs in the To box. If you do not know a
resource ID, click Address » double-click the resource » click OK.

Type the place description in the Place box.
Specify the start date, start time, and duration.

Type a subject and message.

Click Send.

N G A~ W

Tips

¢ Ifyou select a location resource in the Address Book, its description
is displayed in the Place box and its ID in the To box.

¢ If you want to make sure the people and resources for the meeting
are available, you can do a Busy Search. See Checking When Everyone
Is Available later in this section.
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Rescheduling an 1 Click Sent Items on the display settings drop-down list if your Mailbox is

Appointment not displaying outgoing items.
2 Click the appointment to reschedule.
3 Click Actions » Resend.
4 Make your changes * click Send.
5 Click Yes to retract the original item.

Tips

*  You can reschedule an appointment if you scheduled the original
appointment or if you have the necessary Proxy rights to the
scheduler’s Mailbox.

* To reschedule an appointment for a new time on the same day, open
your Calendar and drag the appointment to the new time.

* If the original appointment was an auto-date appointment, after you
click Actions » Resend you are prompted to click This Instance or
All Instances. Click This Instance to reschedule only the
appointment you selected, or click All Instances to reschedule all the
appointments included in the auto-date.

Canceling an 1 Click Sent Items on the display settings drop-down list if your Mailbox is
Appointment not displaying outgoing items.

2 Click the appointment you want to cancel.
Click Edit » Delete.
Click All Mailboxes » OK.

Tips

*  You can cancel an appointment if you scheduled it or if you have the
necessary Proxy rights to the scheduler’s Mailbox.

* If the original appointment was an auto-date appointment, after you
click Actions » Resend you are prompted to click This Instance or
All Instances. Click This Instance to reschedule only the
appointment you selected, or click All Instances to reschedule all the
appointments included in the auto-date.

+  For help on a dialog box option, click [ 8 the option.

Scheduling Appointments, Tasks, and Reminder Notes 43



Scheduling a Posted
Appointment

1 On the toolbar, click the arrow on the right of E » click Posted
Appointment.

9& Posted Appointment H[=
File Edit “iew Action: Tools Window Help
| [e|E [Rols | oo|Fe|® | FF[ || 7| Eala| @[&]%
Subject: || /&x
Place: | Fost
Start date;  [Mon, Apr 27, 1996 (213 PM -
Diuration: |1 Hour ><
Message: Cancel
Altach
ﬂ Folder: Calendar &

2  Type a subject, a place (optional), and a message (optional).
Specify the start date, start time, and duration.

4 Click Post.

Tips

¢ Ifyou are working toward a deadline, are on vacation, or are

otherwise not available for meetings, schedule a posted appointment
for those times. When another user includes you in an appointment

and does a Busy Search, the user can see you are not available at
those times.

¢ You can specify a Show Appointment As type for your appointment
that will display availability information in Busy Search and in your
Calendar. Right-click the appointment > click Show Appointment

As » Free, Tentative, Busy, or Out of Office. Free means the

appointment will appear on your Calendar, but will not be marked

as Busy in Busy Search.
¢ A posted appointment view has no To, CC, or BC boxes. The
posted appointment is automatically placed in your Calendar.

¢ Duration can be in minutes, hours, or days. If you are going on a
two-week vacation, you can schedule one posted appointment with a

duration of 14 days to cover the entire period.
*  For both group and posted appointments, being scheduled for a
certain period does not prevent you from being scheduled for

another appointment at the same time; it simply creates a scheduling

conflict. Users who do a busy search will want to avoid double-
booking you, but they can if they choose to.
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Scheduling a Posted
Appointment from the
Calendar

1 Click Window » Calendar.

% Day [_[Ofx]

File Edit Yiew Action: Tools Window Help
o = N e T 1 W R (e U
2 7 Appointments: Reminder notes:

=] Fe g ol the office tods -1
Monday B

Apiil 27,1938

5867 8 910M
121314151617 18
119 20 21 22 23 2425
[26 728 29 30

Tasks:
O] @ Computer invertar -

W Production Meeting

101112 13141516
M7 181920212223
24 25 26 27 28 29 30
31

g : B
all =4

2 Click the date you want » double-click the time in the Appointments List.
3 Type a subject, a place (optional), and a message (optional).

4  Specify the duration * click Post.

Tips
* A posted appointment view has no To, CC, or BC boxes. The
appointment is automatically placed in your Calendar.

Checking When
Everyone Is Available

Use Busy Search to find a time when all the people and resources you want to

schedule for a meeting are available. You can use Busy Search in GroupWise
Remote.

1 Inan appointment you are creating, specify usernames and resource IDs in
the To box. If you don’t know the usernames or resource IDs, click Address.

2 Specify the first possible day for the meeting in the Start Date box.

3 Specify the meeting’s duration.
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4 Click Busy.

: Choose Appointment Time (=] B3
Avallable Times Individual Schedes |
Inwite T Mesting Manday Apri 27, 1998 | Tussday Apri]
g[8 t0[11z[ 1] 2] 3 4] &8 10/11[1z]
(i) Doug Anderson 1 R 1r~
Mea Desposorio B
(D) Mark TALBOT N
Riichard Ballard R
e et CET TR R
o
For  JaelynnWiliams Stat Date:  Mon, Apr 27, 1938
From: Stat Time:  330PM
Flace: Duration: 1 Hour 30 Minutes
Subject:
EAout 0f Office BABusy [ Tentative 0K | Cancel Auto-Select

‘Mnn,Apr 27,1898 Stait Time: 3:15 P Duration: 1 Hour ¥

An empty space across from the username or resource on the Individual
Schedules tab means that user or resource is available (Free) for that time. An

empty space across from a time on the Available Times tab means that no users
are scheduled for that time.

5 Click Auto-Select to select the first available meeting time or click Auto-
Select until the time you want is displayed » click OK to transfer the users,

resources, and selected time and duration back to the appointment you were
scheduling.

or

Click the Available Times tab to see possible meeting times » click a time to
select it » click OK to transfer the users, resources, and selected time and
duration back to the appointment you were scheduling.
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6 Complete and send the appointment.

Tips

¢ If'Liappears to the left of the username or resource, you can click a
scheduled time across from the username or resource on the
Individual Schedules tab to display more information about the
appointment in the box below. However, the user or resource owner
must give you appointment Read rights in the Access List first.

+ To remove a user or resource from the Invite to Meeting list after the
search, click the Available Times tab » click the username or
resource to remove > press Delete » click Yes. This is useful if you
include several conference rooms in the search to find one that is
available and then eliminate those you do not want.

+ To exclude a username or resource from the search without
removing it from the To box, click the Available Times tab »
deselect the check box next to the user or resource to exclude.
Excluding a person or resource from the search is useful if a user (like
a CC recipient) should be invited to a meeting but does not
necessarily need to attend. To include a user or resource name that
has been excluded, select the check box next to the user or resource.

* Ifyou click a scheduled time on the Available Times tab, a cross-
hatched box is displayed next to the users in the Invite to Meeting
list who are already scheduled for that time.

* Ifyou want to do a busy search before opening an appointment,
click Tools » Busy Search. Specify information in the Busy Search
dialog box » click OK to perform a busy search. When you find a
time you want for a meeting, click Request Meeting to transfer the
information to a new appointment view, then complete the
appointment.

*  You can change the search range for one appointment by scheduling
the appointment with Tools » Busy Search and changing the
number in the Number of Days to Search box. You can change the
search range, time, and days default for all appointments on the
Busy Search tab in Date Time Options.

¢ Free, Tentative, Busy and Out of Office are Show Appointment As
types or levels of availability that affect the way an appointment is
displayed in Busy Search and in users’ Calendars. If an appointment
is marked Free, it appears on the user’s Calendar, but is not marked
as Busy in Busy Search.

+  For help on a dialog box option, click [ 8 the option.

Sending Tasks A task is an item to be completed by a specified date and time which you can
assign to yourself, another GroupWise user, or a group of users.
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For example, if you have assigned someone to write a report that is due next
week, you can assign the report to that user as a task. The user can accept or
decline the task, but until it is declined or completed, the task appears on the
user’s Tasks List each day.

Once it is accepted, a task appears on the Calendar on its start date. When the
due date is past, the task displays in red on the Calendar. When you mark a task
Completed, it no longer carries over to the next day on your Calendar.

Once you finish a task, you can mark it Completed. As the originator of an
assigned task, you can have GroupWise send you notification when the task is
marked Completed. (You must have Notify installed to receive notification). A
Completed status, including the date and time the task was marked Completed,
is placed in the Properties window.

Assigning a Task to Another User

When you assign a task to another user, a copy of the task appears in your
Mailbox. You can assign an optional priority level to a task. There are two levels
of priority: alphabetical and numeric. For example, tasks may have priorities such
as A, Al, A2, B, B1, 1, 2, and so forth.

In addition to the priority level, you can assign a send priority (high, standard, or
low) in Send Options. The send priority determines how the task displays in the
recipient’s Mailbox. For example, if you assign a task a send priority of high, the
task icon is red in the recipient’s Mailbox.

1 Click ﬂl on the toolbar.

@ Task To: |- (O] =]
File Edt “iew Actions Tools ‘“Window Help
e e 2 = W M A e T = =
From: IDougAndersDn CC I JIL
To: i BC | J
Send
Start date: |Mnn,Apr 27.1938
Drue on: |Mnn, Apr 27,1338 x
Subject: I Friarity: Cancel
Ieszage:
LE]
Addiess
Attach
il |Fo|del: Calendar | ,@/ﬂ

2 Type the name of the person you want to assign the task to.
3 Type the date you want the task to begin.

4 ‘Type the date you want the task to be completed.

5 Type the subject.
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6 Type a priority for the task.

7 Type a description of the task.

8 Click Send.

Assigning a Task to Yourself

1 Click the arrow on the right of % on the toolbar » click Posted Task.

& Posted Task H= E3
File Edit “iew Action: Tools Window Help
15| e e[ | 22]Eal | FE| b |u] 7| &2|@| &%
Subject: || Friority: I }3_,
Start date:  [Mon, Apr 27, 1998
Fast
Due ar; [Mon, &pr 27, 1998
Meszage: X
Cancel
&
Attach
il |FOIder: Calendar ||_ Completed @A
2 Type a subject.
3 Type a priority for the task.
4 Type a starting date.
5 Type a due date.
6 Type a message.
7 Click OK.
Tips
*  You can also specify starting dates and due dates using the Set Date
buttons to the right of the Start Date and Due On boxes.
*  Dosted tasks are placed in your Calendar. They are not placed in
your Mailbox, or in any other user’s Mailbox.
Marking Tasks Completed

When you finish a task, you can mark it Completed. Tasks you mark Completed
are not carried over to the next day on your Calendar. Completed tasks are
distinguished by a check mark in your Calendar. Overdue tasks display in red.
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If you mark a task Completed, then realize you left some part of it incomplete,
you can unmark it. Unmarked tasks display on the current day in your Calendar.

When you mark a task Completed, GroupWise sends notification to the
originator of the task if he or she selected return notification in Send Options. A

Completed status, including the date and time the task was marked Completed,
is placed in the originator’s Properties window.

Marking a Task Completed +
1 Click Window » Calendar.

2 Select the check box next to the task.

To unmark a task that has been marked Completed, deselect the marked
check box next to the task.

Checking the Completion Status of a Task +

1 Click Sent Items on the display settings drop-down list.

2 Click the task you want to check the status of.

3 Click File » Properties.

Sending Reminder A reminder note is an item that you post on a specific date on your own or
Notes

another person’s Calendar. You can use reminder notes to remind yourself or
others of deadlines, holidays, days off, and so forth. Posted reminder notes are
useful as reminders for birthdays, vacations, pay days, and so forth.

Writing a Posted Reminder Note

1 From your Calendar, open a view with a Reminder Notes List (for example,
the Day view).
& Day

[ O] ]

FEile Edit Wiew Actions Tools Window Help
i = N o i AR N e e R )
27

Reminder nates:

0 [=] |».[5illis out of the atffice toda -
o 8 + |Check Status of Projsct
April 27,1938 eck Status of Proje
i Uptiate Meeting
1234
567 89101 -]
12131415 1617 18
1920 21 22 23 2425 eck:s B
26 Bi25 20 30 O] iiComputer invenior -
5 May o || .
EMTWTF S >y
12 T Production Meefing
3456789 H
10111213 1415 16
17181920 21 22 23
2425 26 27 26 20 30
31
-
all e
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2 Click the date you want the reminder note to appear > double-click an
empty space in the Reminder Notes List.

Type in a subject and message.
4 Click Post.

Tips
* To access the information later, open your Calendar and select the

date the information appears on. Double-click the reminder note in
the Reminder Notes List.

Sending a Reminder Note to Other Users
1 Click File » New » Reminder Note.

B Posted Reminder Hote [_ (O] %]
File Edit Yiew Actions Toolz ‘Window Help
| (e [olse] o7 lEale] il ul e | )
Subject: ||
Start date:  [Mon, Apr 27, 1998 5’1
ot
tezzage: B
X
Caticel
Attach
il |Falder: Calendar @4

2 Fill in the To, CC, and BC boxes. If you don’t know a username, click
Address.

3 In the Start Date box, type the date this reminder note should appear in the
recipients’ Calendars.

4 Type a subject (optional) and the reminder note message.
Click Send.

Accepting or Declining  When you receive an appointment, task, or reminder note, you may or may not

Scheduled Items be able to accept. In GroupWise, you can let the sender know if you accept or
decline, specify a level of acceptance or availability, and add additional
comments. You can also delegate the item to another user. The sender can find
your response by checking the item status.
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1 Double-click the item in the Mailbox to open it.
2 Click Accept or Decline.
3 Ifyou accepted, select a Show As level of availability.

Accept with Options EHE

Showds—————  Comment;
" Free
" Tentative

i Out of office

[T Delete thisitem oK I Cancel |

4 ‘Type a comment (optional) » click OK.

5 If the item is an Auto-Date item, you are prompted after you accept or
decline. Click This Instance to accept or decline this one Auto-Date item.
Click All Instances to accept or decline all instances of the Auto-Date item.

Tips
¢ As the owner of a resource, you can accept or decline requests for the
resource. The owner of a resource can also use Rules to automatically

reply to resource requests. See Creating Rules under Managing Your
Mailbox.

Specifying a Time Zone  The Time Zone feature lets you schedule a meeting for recipients in different
for an Appointment time zones who will be meeting in a single location.

Normally, GroupWise automatically adjusts meeting times based on the
recipients’ time zones. For example, a meeting scheduled by a user in Utah for
10:00 would be displayed as 9:00 for a recipient in California and as 12:00 for a
user in New York because these users are in different time zones. Because
GroupWise adjusts the time, all the users scheduled for a conference call would
call in at the same moment, even though their local time may differ.

Use the Time Zone feature if you don’t want GroupWise to adjust to the
recipients’ local time zone. For example, if you are in the Saskatchewan time
zone and include users from the Mountain Time (US & Canada) time zone in
your appointment, you would use the Time Zone feature if these users are flying
to Saskatchewan for the appointment. Time Zone ensures that the appointment
in their Calendars and Mailboxes shows the correct Saskatchewan time.

1 Click @l on the toolbar.
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2 Fill in the To, CC, and BC boxes with the names of users or resources to be
included in the appointment.

Specify the place, subject, and message in the appropriate boxes.

4 Click Actions * Select Time Zone * click the Time Zone drop-down list
and select the time zone for the appointment location » click OK.

Select Time Zone

Time Zone:

[1GMT-07:00) Mourtain Time (US
(G T-07.00] Monntain Time (115
00) Central Time (U 1
(GMT-06:00] Meico City, Tegucigalpa J
GMT-06:00) Saskatchewan

(GMT-05:00) Bogota, Lima

(GMT-05:00) Eastem Time (S & Canada)

GMT-05:00) Indiana [East)

GMT-04.00) Atlantc Time [Canada)

(GMT-04:00) Caracas, La Paz

(GMT-03:30) Newfoundiand -

SooTooooE

5 Specify the start date, start time, and duration of the appointment.
6 Click Send.

Tips

¢ When the users you have scheduled with the Time Zone feature
receive the appointment, they will see a time annotation after the
subject when they see the appointment in their Mailboxes. For
example, if the subject of the meeting is “Marketing Conference”
and the time zone is Saskatchewan, users would see a subject and
time annotation similar to the following: Marketing Conference
(Saskatchewan). In the users’ Calendars, the place is annotated with
the time zone, rather than the subject.
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Scheduling Recurring Appointments

Use Auto-Date to schedule recurring appointments, tasks, and reminder notes.
For example, if you were responsible for scheduling a department meeting every
other week, you could create one auto-date appointment that would schedule the
meeting for the entire year. You could also reserve a room and projector with the
same appointment.

Auto-Dates can occur on the same day every week (for example, every Monday),
the same day(s) of the month (for example, the 15th and last day), or any other
defined series of dates. You can also use Auto-Date to schedule irregular or
infrequent events, such as holidays.

When you send an auto-date item, GroupWise copies the item and places one of
the defined dates in each copy of the item. For example, if you define five dates
for the event, GroupWise makes five copies of the item and schedules one copy
for each date. If you were to send the item to other users, you would have five
outgoing items with a five-occurrence auto-date. If you were to receive the event,
you would find five copies of the incoming item in your Mailbox, each

scheduled for a different date.

You can create an auto-date three ways. Example lets you schedule events on the
same day every week, the same day each month, or periodically. Dates lets you
select specific days from a year calendar. Formula lets you enter the scheduling
information in text format.

Scheduling Auto-Dates 1 In an item you are scheduling, click Actions » Auto-Date.
by Dates 2  Click the days to schedule » click OK.

Tips

¢ Use the Dates tab to schedule an item on specific dates on a year
calendar. The Dates tab is useful when you are scheduling events
that don’t occur regularly, like holidays.

¢ To move to a different year, click the year button » type the new
year * click OK.

¢ To clear the Auto-Date dialog box, click Reset.

Scheduling Auto-Dates 1 Inan appointment, task, or reminder note you are scheduling, click Actions
hy Example » Auto-Date.

2 Click the Example tab.
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3 In the Range group box, specify the starting date and ending date.
or

To specify a certain number of occurrences rather than a range, specify the
starting date * click the End drop-down list » Occurrences » specify the
number of occurrences.

4 Click the Days of the Week drop-down list » click an option.

Click the months to schedule. To schedule all of the months, double-click
any month.

6 If you clicked Days of the Month, click the On drop-down list » an option
» click the numbered days to schedule (for example, 1 and 15).

or

If you clicked Days of the Week, click the ordinal number across from the
day of the week to schedule (for example, 2nd Tue).

or
If you clicked Periodic, specify a period length (for example, every 15 days).
7 Click OK.

Tips

*  Use Example or Formula to schedule events that occur on the same
day of the week (for example, every Monday), the same day(s) of the
month (for example, the 15th and last day), or in a defined period of
time (for example, every 14 days).

* Ifyou have been using Formula or Dates and decide to change to
Example, click the Example tab.
To clear the Auto-Date dialog box, click Reset.
To verify that you scheduled the correct dates, click the Dates tab.
The dates you scheduled in the Example tab are selected in the
calendars. If you want to deselect any occurrence, click the days you
want to deselect on the Dates tab » click OK.

Scheduling Offset Days
of the Week

Use Offset Days to schedule an appointment, reminder note, or task a specified
number of days prior to or after a specified day of the week.

1 Inan appointment, task, or reminder note you are scheduling, click Actions
» Auto-Date.

2 Click the Example tab.
3 In the Range group box, specify the starting date and ending date.
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4 Click the months you want to include. To include all months, double-click
any month in the Months group box.

Click a day of the week (for example, Wed).
Specify the number of days to offset » click OK.

Click one or more ordinal numbers in the row across from the selected day
of the week (for example, 1st, 3rd, and Last in the Wed row).

To include all of the options, double-click any option in the row.

8 Click OK.

Tips

*

As an example, you might need to schedule a meeting on the
Monday following the first Sunday of each month (which may or
may not be the first Monday of the month). To do so, open the
Auto-Date dialog box * click Days Of the Week » click 1st in the
Sunday row > click the Sunday button » type 1 » click OK twice.

Scheduling Offset Days ~ Use Offset Days to schedule an appointment, reminder note, or task a specified
of the Month number of days prior to or after a specified day of the month.

1 In an appointment, task, or reminder note you are scheduling, click Actions
» Auto-Date.

2 Click the Example tab.
In the Range group box, specify the starting date and ending date.

4 Click the months you want to include.

To include all months, double-click any month in the Months group
box.

Click the Days of the Week pop-up list » Days of the Month.
Click one or more days of the week (for example, Mon, Wed, and Fri).
To include all days, double-click any day in the group box.

Click Last » click the Last button.
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8 Specify the number of days to offset » click OK twice.

Tips

*

Here’s an example of how you could use offset days of the month. If
you want a reminder note to appear in your Reminder Notes List the
2nd to the last day of each month, type -1 in Step 8 above * click
OK.

To verify that you scheduled the correct dates, click the Dates tab.
The dates you scheduled in the Example tab are selected in the
calendar.

Scheduling Auto-Dates
by Formula

1 Inan appointment, task, or reminder note you are scheduling, click Actions
» Auto-Date.

2 Click the Formula tab.
3 In the Range group box, specify the starting date and ending date.

or

To specify a certain number of occurrences rather than a range, specify the
starting date * click the End drop-down list » Occurrences » specify the
number of occurrences.

4 Type the formula text * click OK.

Tips

*

Use Example or Formula to schedule events that occur on the same
day each week (for example, every Monday), the same day each
month (for example, the 15th and last day), or in a defined period of
time (for example, every 14 days).

For information on how to enter formula text, see Using Auto-Date
Formula Functions and Operators later in this section.

For additional examples later, create an auto-date using Example »
click the Formula tab.

Formula uses the same syntax as WordPerfect® Office® 3.1.

To clear the Auto-Date dialog box, click Reset.

To verify that you have scheduled the correct days, click the Dates
tab. The days you scheduled are selected in the calendar. If you want
to deselect any occurrence, click the day you want to deselect on the
Dates tab » click OK.
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Using Auto-Date

Formula Functions and

Operators

You can use functions and operators to create an auto-date formula. Keep in
mind that you can create the same kind of auto-dates easily and quickly with the
Example tab. Formulas are provided for continuity and for those people who
prefer them.

Auto-Date Formula Operators

An operator is a character or word you insert in a formula to perform a specific
operation. Each operator is assigned a priority, meaning that when a formula is
evaluated, some operations are performed before others.

You can use grouping operators to group operators according to their priorities.
The table below lists operators and their priorities. Additional details about the
operators are provided following the table.

Function Priority

A blank space (high-priority 1
And)

Plus or +

Minus or -
Toor:

Every. . .Starting
Every. . .Ending
Before
On/Before
After

On/After

Near

Near/After

Or or,

Not o

And or & (low-priority And) 7

) WY B R | B | N . R N \S I S}

Grouping Operators ¢ Use parentheses as grouping operators to change the
priority of operators or to group functions together for clarification.

For example, because the high-priority And operator (a space) has a higher
priority than the Or operator (a comma), the formula below means that all
scheduled days must fall on a Tuesday or must fall on a Thursday and be in
the month of July or must be in the month of August.

tue,thu jul,aug

In other words, the formula is performed as if parentheses were inserted as
follows:

(tue,thu) (jul,aug)
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Now examine the following formula:
(tue),(thu jul),(aug)

This formula would schedule all Tuesdays, all Thursdays in the month of
July, and all days in the months of August. Notice how the meaning changes
when parentheses are included as in the formula below.

(tue,thu) (jul,aug)

With the above formula, all scheduled days must fall on a Tuesday or
Thursday and must be in the month of July or August. The end result is that
only Tuesdays and Thursdays in July and August are scheduled.

High-Priority And + A space between two functions acts as an And
operator, meaning that both functions must hold true. For example, 25
means the 25th day of all months in all years. But 25 oct means that all
scheduled days must fall on the 25th day of the month and must be in October.
And 25 oct 1998 means that all scheduled days must fall on the 25th day of the
month and must be in October and must be in the year 1998.

Offset Operators * You can use a positive offset operator (+ or the word
PLUS) or a negative offset operator (- or the word MINUS) to add a relative

offset to a function or statement.

For example, to schedule an event three days before the first Thursday in
February for all years, you could enter the following formula:

thu(1) feb-3

Range + The range operator (: or to) functions like a series of Or operators

I(;see Or in this section) between each item gday, month, etc.) in the range.
or example, if you want to schedule the 15th of every month, but only if

the 15th is a weekday, you could enter either of the following formulas:
15&mon:fri
15(mon:fri)

This formula means that all scheduled days must fall on the 15th of the month
and must be a day from Monday to Friday. Another way of describing the formula
is that all scheduled days must fall on the 15th of the month and must be a
Monday or Tuesday or Wednesday or Thursday or Friday.

Periodic Operators * The three periodic operators are Every, Starting, and
Ending. Use Every in combination with Starting and/or Ending to schedule
days at regular intervals, beginning on a specific date and/or ending on a
specific date. For example, suppose you want to schedule a meeting for once
a week starting on March 3, 1998 and continuing through June 11, 1998.
You could use the following formula:

every 7 starting mar 3 1998 ending jun 11 1998

The formula will schedule every seventh day starting with March 3, 1998
and ending with June 11, 1998. The starting date is always scheduled as the
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first day and the ending date is scheduled only if it naturally falls at the Every
interval. If you do not use both the Starting and Ending operators, the
starting or ending date is the first or last date in the Calendar file.

For example, examine the following formula:
every 7 starting mar 3 1998

The above formula schedules every seventh day starting on March 3, 1998
and continuing to the last date in the Calendar file. The Every command will
work with numbers up to 30. For example, “every 45 starting mar 3 1998” is
not a valid formula.

Relative Operators ¢ The six relative operators are Before, On/Before, After,
On/After, Near, and On/Near. Use these operators to schedule days relative
to a specific date. For example, to schedule the Monday closest to November
6 in all years, you could enter the following formula:

mon on/near nov 6

If you need to schedule the first Tuesday after November 6, 1998, you could
enter the following formula:

tue after nov 6 1998

Or * You can use the Or operator (, or the word Or) to indicate that one or
the other function or statement must hold true in order to schedule days.

For example, to schedule an appointment on the 15th day of each month in
the year 1998, but only if the 15th falls on a Tuesday or Thursday, enter the
following formula:

15 1998 (tue,thu)

Not ¢ When placed before a function, the Not operator » or the word not)
negates that function.

For example, if you want to schedule all days in January, 1998 except for
Tuesdays and Thursdays, you could use the following formula:

jan 1998 ltue !thu

Low-Priority And ¢ Like a space, the low-priority And operator (& or the
word And) between two functions indicates that both functions must hold
true. However, the low-priority And has the lowest priority of all operators.

For example, examine the following formula:
tue,thu jul,aug

This means that scheduled days must be a Tuesday or must be a Thursday and
must be in July or must be in August. However, suppose you were to substitute the
high-priority And (a space) with a low-priority And, as in the following formula:

tue,thu and jul,aug
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The above formula indicates that scheduled days must be a Tuesday or must
be a Thursday and must be in July or must be in August. In the first
formula, the And operator is evaluated before the Or operators. In the
second formula, the And operator is evaluated after the Or operators.

Auto-Date Formula Functions

Use the auto-date functions listed below to schedule specific days of a week,
month, or year. You must use the exact spelling of the functions. For example,
GroupWise reads “tue”, but not “tues”. GroupWise formula functions are not
case-sensitive.

Day of the Week ¢ For example, TUE would schedule all Tuesdays.

Day of the Month ¢+ For example, the number 3 would schedule the 3rd day
of the month. Also, the word LAST would schedule the last day of the

month.

Day of the Year + For example, 35 would schedule the thirty-fifth day of the
year.

Month of the Year + For example, JAN would schedule all days in January.
Year ¢ For example, 1998 would schedule all days in 1998.

Weekday of the Month ¢ For example, TUE(1). This would schedule the
first Tuesday of the month. Also, SUN(LAST) would schedule the last
Sunday of the month, and FRI(LAST-1) would schedule the second to last
Friday of the month.
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Using Your Daily Galendar

Use your Calendar to help you organize your time and your work. You can view
your appointments, tasks, and reminder notes in a variety of formats, read them
from your Calendar, save them, and print them out in various formats. You can
use Proxy with your Calendar to manage the schedules of other users or
resources.

Many types of calendar views and printouts are available to let you choose the
one that most effectively displays the information you need. See Printing Your
Schedule later in this section.

Viewing Your Calendar

GroupWise provides three organizational Calendar structures with variations for
viewing appointments, tasks, and reminder notes. These convenient methods of
viewing your scheduled items help you organize and focus on the information
that is most important to you.

Calendar Folder

You can find all your GroupWise scheduled items in this location without
opening a separate window. The Calendar displays views on tabs so you can
easily switch from one calendar view to another. You can add more tabs to the
Calendar and configure them however you want. The view that is displayed
when you exit your Calendar will be displayed when you open the Calendar
folder again.
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64 Using Your Daily Calendar

1 Click @ in the Folder List.

&% GroupWise - Calendar [_[O]x]
File Edit View Actions Tools Window Help
| Diplay[Catendar ttems || =lazla] & -l b E =R
@?;‘%Aa‘i:ﬂ” Day | week | Month | Year | Mulitiser| doug |
i &) Sent ltems Appointments: Reminder notes: i
- G’ 27 =] [+ [Bilis out of the office =]
&) Documents Monday — pEES oo todks
Task List Apri 27,1338 EFrodueton + |Check Status o Project
5] Work In Progress Mesting -
¢ ] Cabinet Tasks
5678 91011 ] TTComputer =]
1213 14151617 18 :\nverﬁnr
19 20 21 22 23 24 25 I
26 E 23 20 30 ' L=
|l E 4
Tips
¢ You can use Graphical Display to show appointment duration in
blocks, in order to visualize time use in your schedule. Or you can
use Textual Display to better comprehend the sequence of your
appointments.
¢ Time intervals in the Appointments List can be adjusted from ten
minutes to two hours, depending on how detailed you want your list
to be.
¢ Ifyou track your yearly progress by week numbers, you can display
them on your Calendar.
¢ You can define your work schedule to display only your office hours
on your Calendar.
¢ By using Show Appointment As, you can display levels of availability
for appointments in Busy Search and in your Calendar.
Calendar View

You can view your schedule in a day, week, month, year, task list, project
planner, multi-user, or specialized format. For example, the month view lets you
view a month schedule, while the muldi-user view lets you view, compare, and
even manage the schedules of multiple users or resources to whose Calendars you
have Proxy rights. See Changing the Calendar View later in this section. You can
also specify a different default calendar view in Options. See Setting Options for
GroupWise under Customizing GroupWise. In addition to the views provided,
your system administrator can create custom calendar views for you with

GroupWise View Designer, which is found in the GroupWise Software

Developer’s Kit.



1 Click Window » Calendar to open a separate window displaying a calendar
view.

or

Click @ on the toolbar.
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As Calendar
This method of viewing your Calendar is useful if you store all your

appointments or other items for a specific project or client in one folder and
want to see your schedule for that project only.

1 Click a project folder in the Folder List.

2 Click View » As Calendar to display all scheduled, accepted items that are
saved in that folder.

Icons Appearing Next to Iltems in Your Calendar

The icons that appear in your calendar give you additional information about
items.

Icon Description

m An alarm is set for the item.
[ 1]

MI'  Group appointment, reminder note, or task.

(=] The item is marked private.
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Reading an Item in
Your Calendar

Click @ in the Folder List.
or

Click Window » Calendar.

Double-click the item you want to read.

Tips

¢ Inall views except the Year view, you can rest your mouse pointer on
most items and see information such as Subject, Time, Place, and
To. You can also double-click an item to read it.

¢ To close an item you have opened in your Calendar, click the close
box.

¢ You can change the calendar view to a different format such as week,
year, and so on. In the Calendar folder, click the corresponding tab
or see Changing the Calendar View later in this section.

Saving an Item in Your
Calendar

—r

Click @ in the Folder List.
or

Click Window » Calendar.
Click the item you want to save > click File » Save As.
In the Save File As box, type a filename for the item.

To save the item in a different directory than is shown in the Current
Directory box, click Browse » click a drive » click a folder » OK.

If you want GroupWise to prompt you to replace an existing file with the
same name, select the Report Filename Conflicts check box.

Click Save » Close.

Tips

*  When you save a Calendar item, GroupWise provides a filename
using the subject line with a .MLM extension. You can use this
name or type a different filename in the Save File As box.

¢ To save items, you can also right-click the item > click Save As to
open the Save dialog box.

Viewing the Schedules
of Multiple Users

66 Using Your Daily Calendar

The Multi-User view lets you view the schedules of several people or resources

side-by-side. This is useful for management and for keeping track of who is

where. For example, you can use the Multi-User view to quickly find if any of
your company’s conference rooms is free for an impromptu meeting.



You must have the appropriate Proxy rights for each user or resource in order to
include him or her in a multi-user view. For example, if you do not have Read
rights for appointments, you will not be able to see another person’s schedule in
the Multi-User view.

A multi-user view is controlled by a Multi-User List. For example, if you create
and use a list with users Alice, Becca, and Carl, you will see the schedule of these
users in the columns of the Multi-User view. The left column will display the
schedule of the first person in the list (Alice), the next column will display the
schedule of the second user listed (Becca), and so on. You can create multiple
multi-user views, each with its own Multi-User List, for various groups of users
or resources that you manage. These Multi-User Lists can be edited, and user
schedules within the list can be selected or deselected, depending on whose
schedule you need to view.

1 Click @ in the Folder List.
2 Click the Multi-User tab.

or

If you have created multiple multi-user views, click the tab of the multi-user
view you want to display, then skip to Step 4.

&% GroupWise - Calendar [_ (O] <]
Elle Edit View Actions JTools Window Help

JD\splayW th & Q, %|.I%‘-| ;Dl

O?g‘%ﬁ‘;‘zs;: Day | Wweek | Monthl ear  Multilser IdDUQ |
[25) Sent ltems
O
Documents
e fq] Task List
=] ‘work In Progress
- ] Cabinet

s = A

all

3 Click » select the check boxes by the names of the users whose
schedules you want to view » click OK.

4 View the users” schedules. To view a different day, click Go to Day > specify
the date » click OK.

Tips
* Ifyou have appropriate Proxy rights, you can schedule an

appointment by clicking and dragging from the appointment time
across the users you want to include in the appointment.
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Printing Calendar
Items

Use Print to print one or more items from your Calendar and any attachments.
You can also print an item that you are currently reading or creating. Set up your
printer using the Windows Printers Control Panel.

Use Print Calendar to print appointments, tasks, and reminder notes in different
formats and on various page sizes. For example, you could print a day calendar
with all your appointments or a week calendar with all your appointments and
tasks.

Print Calendar provides several categories of calendar print formats that vary
according to what you want to accomplish. These categories are called calendar
types. If you can’t find a calendar print format that does what you want, try a
different calendar type for a new group of formats. Descriptions of available
calendar types are provided below.

Franklin Quest

These graphical calendar formats correspond with Franklin Day Planner® pages.
These are ideal for people who want to coordinate their Franklin Day Planner
and GroupWise Calendar or who follow the Franklin Covey organizational
methodology. You can coordinate your Franklin Day Planner with your
GroupWise Calendar two ways. You can print your schedule onto blank paper in
various formats and sizes that can be trimmed to fit into your planner, or you
can print your GroupWise schedule on the preprinted pages that come with your
planner.

GroupWise

These graphical calendar formats allow for more complete text overflow than is
possible in the Franklin Covey formats, and they show appointment duration
graphically. For example, the Task List lets you print your Tasks List
unconnected to any specific day and also allows printing of completed tasks.

Multi-User

This multi-column calendar format lets you print the schedules of several users
side-by-side on one page. You must have Proxy rights for each user or resource
you include in the schedule.

Text
This textual format provides all available information without truncation, can be
printed to a file, and is good for lower-end printers.

Printing Your Schedule
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2 Click a calendar type in the Calendar Type drop-down list.

Print Calendar HE

[SeiUp | Format | Groupwiss Options |

Calendsr type: [Grouphi/ise =l =
Calerdar size: |Letter (85411 in) - E
Paperstyle:  [Blank Paper - El
Page layout: | Day Drganizer (Portrait) =

Stating date: Mumber of days:

[ian. 2pr27. 538 [ 4

I” Hide private calendar items

— You can see what the printed text

will look like in the View box.

Pt | Peyew. | Pintergetp. |  Cose |

10
1

Click an option in the Calendar Size drop-down list. The options available
depend on the calendar type selected.

Click an option in the Paper Style drop-down list. The options available
depend on your printer.

Click a page layout type in the Page Layout drop-down list. You can see
what the calendar looks like in the view box on the right. If you can’t find a
page layout that does what you want, select a different calendar type to see
other page layouts.

Specify the first date you want to print in the Starting Date box.

Specify the number of days to print in the Number of Days/Weeks/Month
box. (The name of this box varies, depending on the page layout selected.)

Click the Format tab » type a header in the Header box if you want a title
on the page * select any Footer or Display options.

Click the Calendar Type options tab. » specify the options you want. (The
tab name and available options vary, depending on the calendar type
selected.)

Click Printer Setup > select a printer in the Name drop-down list.

If you are printing onto preprinted forms that will be fed manually into the
printer rather than fed from a paper tray, click Properties » Manual Feed in
the Paper Source drop-down list.
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12 Click OK twice * Print.

Tips

*

Click the Preview button to see how the schedule looks with the
selected options.

If you are acting as a proxy and printing out the schedules of several
users, select Name on the Format tab to print each user’s name on
his or her respective schedule in the footer so you can tell the
schedules apart at the printer.

To include week numbers on the printout, select Week Numbers on
the Format tab.

If you frequently update and reprint your schedule, select Current
Date and Time on the Format tab before printing so you can always
tell which schedule printout is more recent.

You can override the automatic settings for paper size. For example,
you may want to print a Franklin Day Planner Pocket style in a
landscape orientation on the printer paper, rather than in the normal
portrait. Or, you may want to print on a speciﬁc paper type in a
specific printer tray. Changing the paper size for the printer does not
affect the calendar size selected in Calendar setup. To change the size
of the paper used by the printer, click Printer Setup > Properties

» click the Paper tab » select a paper size.

You can override the automatic settings for margin offset on the
Franklin Quest Options tab. Slight variations in paper cutting may
make margin adjustment necessary for some preprinted forms in
order for the text to fit well within the lines. To adjust the margin
offset vertically, specify the number of units to offset the text from
the top margin in the From the Top box. To adjust the margin
offset horizontally, specify the number of units to offset the text
from the left margin in the From the Left box. The margin offset
appears in the printed copy, not in the print preview.

For help on a dialog box option, click ﬂ » the option.

Printing an
Appointments, Tasks,
or Reminder Notes List

10 Using Your Daily Calendar
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2 Make sure GroupWise is selected from the Calendar Type drop-down list.

Setup ] Foarmat

Text avertlow options
" Pririt only first page
" Prirt additional pages if needed

Contents

WV Appointments W Tasks W Motes
[ Place ™ Display completed task: [ Message
¥ Time I Pricrity
[T Message ™ Start date

™ Dwe date
[ Completion date

[ Message Fant...
Frrirt | Freview... | Printergetup...| LCloze |

Click an option in the Calendar Size drop-down list.
4 Click a page layout type in the Page Layout drop-down list.

If you are printing an appointment layout, specify the first date you want to
print in the Starting Date box, then specify the number of days or weeks to
print in the Number of Days/Weeks box. (The name of this box varies,
depending on the page layout selected.)

6 Click the Format tab » type a header in the Header box if you want a title
on the page * select any Footer or Display options.

7 Click the GroupWise Options tab * select the options you want.

8 Click Printer Setup * select a printer in the Name drop-down list.
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9 Click Print.

Tips

* Ifyour job is task-focused, use a Task List page layout to print a list
of your current or current and completed tasks unconnected to any
day. Tasks are sorted by due date.

¢ If you manage more than a few reminder notes, use a Note List page
layout to consolidate them into a notes-focused printout.

*  You can also print your appointments, tasks, and reminder notes
together in an integrated schedule. Integrated schedule page layouts
include the Day Organizer, Day Tri-Fold, and many of the Franklin
Quest calendar type page layouts.

¢ Click the Preview button to see how the page layout looks with the
selected options.

¢ To include week numbers in an appointment or reminder note
printout, select Week Numbers on the Format tab.

* Ifyou frequently update and reprint your Appointments, Tasks, or
Reminder Notes List, select Current Date and Time on the Format
tab before printing so you can always tell which schedule printout is
more recent.

*  For help on a dialog box option, click [ ]S the option.

Printing the Schedules 1 Make sure you have proxy Read rights to the Mailboxes of all the users
of Multiple Users whose schedules you want to print.

2 Click il to make sure that all of the users whose schedules you want to
print appear in your Proxy List. If they do not appear on the list, add them.

Click & on the toolbar.
Click Multi-User in the Calendar Type drop-down list.

Click an option in the Calendar Size drop-down list.

N 1 A W

Click a page layout type in the Page Layout drop-down list. If you are going
to include more than two or three users, you will probably want to select
Daily Calendar (Landscape) for legibility.

7  Specify the first date you want to print in the Starting Date box.

8 Specify the number of days to print in the Number of Days box.
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Click the Multi-User Options tab » select a text overflow option » select
the contents items to include.

Print Calendar EHE
Setup ] Forrmat
Texst overflow options Prozy list
" Prirt only first page Doug Anderson B
% Print additional pages if needec gwmag
Jaelynn Williams
bl Tl ROT =
I axirurn prosies per page
2 3
Conterts
¥ Appointments ¥ Tasks ¥ Motes
" Place [ Deadine
¥ Time
Font...
Frrirt | Preview... | Prirter Setup.... | LCloze |

10 Specify the Maximum Proxies Per Page. For example, if you are going to
print the schedules of nine users, but you only want three schedules per page,
specify 3.

11 In the Proxy List box, select the users whose schedules you want to print.

12 Click Printer Setup > select a printer in the Name drop-down list.

13 Click OK » Print.

Tips
¢ Click the Preview button to see how the schedule looks with the
selected options.
*  For help on a dialog box option, click =1 » the option.
‘[;?:xgmg the Calendar 1 Click the arrow on the right ofj on the toolbar » click a view.

Tips

+ Change the calendar view to see a year calendar, a weekly schedule, a
project planner view, and so on.

*  You can specify a different default Calendar view in Options. See
Setting Options for GroupWise under Customizing GroupWise.
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Changing the FirstDay 1 Click Tools » Options.
chaltgll:d‘gre ok in Your 2 Double-click Date & Time * click the Calendar tab.
Select a day in the Month Display Options group box » click OK.

Viewing a Different

Date in Calendar 1 Click @ in the Folder List.

or

Click Window » Calendar.

2  If the view tab displayed has a Calendar toolbar, click the date in the
Calendar toolbar.

or

If the view displayed has no toolbar, click View » Go to Date » specify a
date * click OK.

3 If you want to return to today’s date, click View » Go to Today.

or

Click Today in the Calendar toolbar.

Tips
¢ Use Go To Date to view the schedule of a day not visible on your
Calendar.

*  Going to a different date is not applicable to some views. For
example, a view that displays a Tasks List only is not connected to
one specific date. =

¢ For help on a dialog box option, click _I > the option.
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Setting Alarms for Galendar ltems

GroupWise can sound an alarm to remind you of an upcoming appointment.
You can also choose to open a file or to run a program when the alarm goes off.
For example, you can set an appointment to back up your files when you aren’t
at work and your computer is on.

In Options, you can specify a default that automatically sets an alarm each time
you accept an appointment.

IMPORTANT: Notify must be open or minimized for the alarm to sound.

Setting an Alarm 1 In your Mailbox or Calendar, click an appointment.
2 Click Actions » Alarm.

Alarm [ 2]

Hours before: [0 J Minutes before: |5 5'
Program to launch when alarm goes off: 4
| Q Cancel

3 Specify the number of hours or minutes before the appointment that you
want the alarm to sound > click Set.

Tips

*  You can also right-click the appointment, then click Alarm to set an
alarm.

* If Alarm is dimmed, make sure that the appointment time hasn’c
already passed.

¢ To remove an alarm that has been set for appointment, click the
appointment > Actions > Alarm > Clear.

+ In Options, you can choose to automatically set an alarm each time
you accept an appointment. See Serting Options for GroupWise under
Customizing GroupWise.

*  You can specify a path to an application so that the application
launches when the alarm goes off.

Specifying How Long 1 Click Tools » Options.
Before an Event the
Alarm Sounds
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2 Double-click Date & Time * click the Calendar tab » make sure Set Alarm
When Accepted is selected.

Date Time Options EHE
Calendar I Busy Seamh] Format I
Month Displap Option Line, Caolor Options
S M T W T F § Colar Lines

First of week: [CIR S S S S S Appaintmerits =
Highlightday: [ [ T [ T [ Reminder notes @ [
™ Show week number Tasks vV ¥

Appointment Options Alaim Options
™ Include mysell on new appointments ¥ Set alarm when accepted
Dizplay appointment length .
& Duralion Default alam time:
" End date and time hours:  minutes: 5 5' minutes
Drefault appointment length: |1 5' 1] 5'

Work Schedule
Start fime: £:00 AM 5 M T w T F §
End fime: 5000 PM Wokdays [ W ¥ W ¥ W

3 Specify the hours and minutes before an event that you want an alarm to
sound.

4 Click OK.

Tips
*  For help on a dialog box option, click [ the option.
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Managing Your Mailbox
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Using the Folder List

Use folders to store and organize incoming and outgoing items such as
appointments, reminder notes, tasks, document references, and mail or phone
messages in your Mailbox. Folders let you group all items related to a particular

task together. A typical user’s Folder List might look like this:

&4 GroupWise - Mailbox

Fle Edt View Actions Toolks Window Help

[_ O] ]

J Display | Received ltems -

| @|E[a] & -=ln

| =% |

[® Doug Anderson
* ¢ o/ [abad
Lo {3 Sentltems
[
B[} Documents
I — (&) Authored
...... [y Default Library
Task List
b5 otk In Progress
& & Cabinet

[ From

| Subject

Bill Shepherd
Loreen Franzani
Carol Wool

Doug Anderson

Bill Shepherd

e "Anderson, David" ¢david anderson@estb.c - Reservations to Dakla

Paycheck informat
Humor

F¥1 Headlines
Document Status
Starting a new job
Information for sha
Department Meetin

Lunch & Golf

CEARLYEL

0 — |
&l [5eleoted 1 [Totat 9 =E 4

All folders in your Main Window are subfolders of your user folder. Your user
folder represents your user database, and contains all of your GroupWise®
information. Under the user folder there is the Mailbox, a Sent Items folder, the
Calendar, a Task List folder, the Documents folder, the Work In Progress folder,
the Cabinet (which contains all your personal folders), and the Trash. You can
organize items in your folders by moving or linking them. When you move an
item into a folder, it is taken from one location and placed in another. When you
link an item to a folder, the item still exists in its original folder and it also
appears in the new folder. When you change a linked item, it is also changed in

the other folders.

You can define a different set of properties for each folder in your Folder List.
These properties include which columns appear in the Item List, the order and
size of the columns, the sort order, and whether items are displayed by details or
discussion thread.

You can create as many display settings as you want, and apply them to any
folders in your Folder List. For example, you could use one display setting for
most of your folders, and have special display settings for a few personal folders.

You can store unfinished items in a pre-defined folder called Work In Progress.
See Saving Items in Your Mailbox under Managing Your Mailbox. You can store
all of your documents in the Documents. See Organizing Your Documents under
Creating and Working With Documents. You can also make folders public by
sharing them. See Using Shared Folders under Managing Your Mailbox.

Renaming Folders
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1 In the Main Window, right-click the folder you want to rename » click
Rename.



2 Type a new name for the folder.

Tips
*  You cannot rename the Calendar, Cabinet, Documents, Mailbox,
Work In Progress, or Trash folders.

Deleting Folders 1 Right-click the folder you want to delete » click Delete.
2 Click Items Only or Folder(s) and Items » OK.
Tips
*  You cannot delete the Calendar, Cabinet, Documents, Mailbox,
Work In Progress, or Trash folders.
* To delete a folder that is shared with you, right-click the folder »
click Delete » Yes.
Creating a Personal 1 In the Folder List, click File » New » Folder.
Folder 2 Make sure Personal Folder is selected » click Next.
3 Type the name and description for the new folder.
4 Click Up, Down, Right, or Left to position the folder where you want it in
the Folder List » click Next.
5 Specify the display settings for the folder » click Finish.
Tips
* Ifyou create a folder, then decide you want it in a different position,
drag the folder to a new position in the Folder List.
Creating a Shared 1 In the Folder List, click File » New » Folder.
Folder 2 Click Shared Folder » Next.
3 Type a name and description for the new folder.
4 Click Up, Down, Right, or Left to position the folder where you want it in
the Folder List » click Next.
5 Specify the display settings for the folder » click Next.

In the Name box, start typing the name of the user.
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7 When the user’s name appears in the box, click Add User to move the user
into the Share List.

Click the user’s name in the Share List.
9 Select the access options you want for the user.
10 Repeat steps 6-9 for each user you want to share the folder with.
11 When you're done, click Finish.

Moving an Item to 1 Dragan item from the Item List to the folder you want.
Another Folder

Tips

¢ To remove all links from an item when you move it, press Alt while
you drag an item onto a folder. The item is removed from all folders
it was previously linked to and is placed in only one folder.

¢ To link an item to another folder and leave a copy in the original
folder, press Ctrl while you drag an item to another folder.

Putting Items in More 1 Click an item in the Mailbox.
Than One Folder 2 Click Edit » Move/Link to Folders.
3  Select the check box next to each folder you want the item in.
4 Click Link.
Tips
¢ Ifyou delete the original item, the copies in your other folders remain.
¢ Click Delete Old Links to delete an item from all folders it was
previously linked to and to move the item to a new folder.
¢ In the Main Window, press Alt while you drag an item onto a folder
to move the item into the folder. The item is removed from all
folders it was previously linked to and is placed in only one folder.
¢ In the Main Window, press Ctrl while you drag an item onto a
folder to link the item to that folder.
Restoring Your Sent 1 In the Folder List, click File » New » Folder.

Items Folder 2 Click Find Results Folder » Predefined Find Results Folder » click Sent

Items » Next.

3 Click Up, Down, Right, or Left to position the folder where you want it in
the Folder List.

4 Click Finish.
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Using Shared Folders

You can make personal folders in your Cabinet public by sharing them. For
example, if you want to have a place where everyone in your department can put
and view GroupWise items like mail messages, documents, and so forth, you can
share a folder. You choose whom to share the folder with, and what rights to
grant each user. Then, users can post messages to the shared folder, drag existing
items into the folder, and create discussion threads. This is what the contents of
a typical shared folder might look like:

& GroupWise - gwmag [_10]>]
Fe Edt Yiew Acions Iook window Help
JDisplay All ltems - JQ& ala| =l =5 | B B-%
= & Cabinet = | Name | Subject =l
T MARISPntemall £ GwMag Your Webness...
@3 £1 GWMag Shessh | mare Webishress
g SD‘E‘ " £ BW Mag Quickie
- (23 Surge Notes £ W Mag Re & Surge scoop
< [ Premium Suppart
A = WebAccess attachments
: & 53 Minutes
L s Mail = GW Mag Wb Questions
i [ Conwersation Place Design Docs =] GW Mag Restoring a deleted Cﬂh"dJ
@G premium goupwise = GW Mag WebAccess question
@[] Phone Log =] GW Mag ‘WebAccess question
@[ Doug's = GW Mag WebAccess question
& ) Documents i —- e i R _";l
all Selected: 1 [Tatal 65 2E

If you use GroupWise Remote, changes in shared folders are updated whenever
you connect to the master GroupWise system. For example, if you add an item
to a shared folder from your Remote Mailbox, people in your office will see that
item in the shared folder only after you dial into the master GroupWise system.
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Sharing an Existing
Folder with Other
GroupWise Users
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1 In the Main Window, right-click the folder you want to share » click
Sharing.
Mew Folder Properties I

Generall Dizplay Sharingl

d
" Shared with

e Add|[zer |
@ Hemave lser |
Stiane s

Llger Name | Status | Access |

| fermatian |

"Additional AGCE ‘

= add = Edit I~ et

-3

00 ~N O o

Click Shared With.
In the Name box, start typing the name of a user.

When the user’s name appears in the box, click Add User to move the user
into the Share List.

Click the user’s name in the Share List.
Select the access options you want for the user.

Repeat Steps 3-6 for each user you want to share the folder with.
Click OK.

Tips

¢ If you want the folder to have a specific function, you might create a
new display setting. For example, if the folder is for shared
discussions, you should create a setting that views items by reply
thread and contains both sent and received items. Right-click the
folder » click Properties > Display.



Posting a Message to a
Shared Folder

Type a subject.
Type your message.
Click Post.
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Tips

Click the shared folder in your Folder List to open it.

Click File » New » Discussion.

+ To reply to an existing item in a shared folder, open the item » click
Reply * select a reply option > click OK.

*  You can attach files to shared topics so that others can access those
files easily. See Artaching Files under Working with Items in Your

Mailbox.

Running Notify

Notify alerts you when you have new items placed in your Mailbox, when your
outgoing items are opened, or when you have an upcoming appointment. Notify
can alert you in four ways: a sound, a dialog box, a small icon, or by launching
an application. Each method is described in the following table:

Notify Method

Notify Icon on the Windows
Taskbar

Notify Sound

Notification List

Notify Dialog Box

Description

An envelope appears over the globe when
you receive a new item or alarm. If the
Notify icon doesn’t appear on the taskbar,
Notify is not running,.

Notify plays a system beep or sound file
when you receive an item. When you receive
an alarm, the sound plays once every five
minutes until you clear the alarm from the
Notification List.

The Notification List is a dialog box that
lists all of the new, unopened items and
alarms you have received. You can leave it
open on your desktop, or open it from the
Notify icon when you want to see it.

The Notify dialog box opens in front of
whatever application you are using when you
receive a new item or alarm.
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You can receive alarms and notifications for another user if that user gives you
those rights in the Access List. See Giving Other People Access to Your Mailbox
under Managing Your Mailbox.

Notify is installed in the same folder as GroupWise when you run GroupWise
Setup. Notify runs minimized in the background while you run other programs.

When Notify is running, the globe icon @ appears on your Windows® taskbar.

Starting Notify

1 Click Start on the Windows taskbar » Programs » GroupWise 5 »
GroupWise Notify.

Tips
¢ To make access easier, create a shortcut to Notify on your Windows
desktop.

Reading an Item from
Notify

1  When the Notify dialog box appears, click Read.

Tips
¢ If a Notify dialog box does not appear when you receive notification,
right-click @ on the Windows taskbar » click Read Mail.

Displaying the Notify
Dialog Box When You
Receive Notification

1 Righe-click @ on the Windows taskbar. (Notify must be running.)
2 Click Options » click the Notify tab.

Make sure Show Dialog is selected for the item types and priorities you
want.

Turning off Notification

1 Make sure Notify is running.
2 Righedlick @ on the Windows taskbar » click Exit.

Sett_ing How Often 1 Make sure Notify is running.

INt:E‘I]fsv Checks for New 2 Righedlick @ on the Windows taskbar » click Options.
Type the number of minutes under Check for Mail Every.

Setting How to be 1 Make sure Notify is running.

g::g;?:gwwlllggsages 2 Right-click @ on the Windows taskbar > click Options.

Change Status 3 Click the Return Status tab.
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4 Desclect Use Same Settings for All Types.

Click the Settings For drop-down list > click the item type you want to
make selections for.

6 Click how you want to be notified for different status changes of that item
type.

Tips
¢ Leave Use Same Settings for All Types selected if you want to be
notified the same way for all item types.

Setting How to be
Notified of Items in
Your Mailbox

Make sure Notify is running.

Right-click 'ﬁ on the Windows taskbar » click Options.
Click the Notify tab.

Deselect Use Same Settings for All Types.
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Click the Settings For drop-down list, then click the item type you want to
make selections for.

6 Click how you want to be notified for different priority levels of that item
type.

Tips
* Leave Use Same Settings for All Types selected if you want to be
notified the same way for all item types.

Getting Notified of When you start GroupWise, you are already subscribed to Notify. To subscribe
Someone Else’s to someone else’s notification,
Messages

1 In the Main Window, click Tools » Options.
2 Double-click Security » click the Notify tab.
3 Type the name of a user for whom you proxy.
4 Click Add User.
5

Click the user’s name in the Notification List.
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6 Make sure Subscribe to Notification and Subscribe to Alarms are selected.

Security Options HE

Pasaword  Motify lPloHyAccess]

JIE]
Bemaove User
Motification Jist:
User Mame Address

Doug 1Anderson(@UREM A HM2-1

" Jaelynn wiliams JOWILLIAM S@EOREM2 0RM2-1
Mark Phelps MPhelpsE0REM2.0RM 21
41 |+
Maotify optiohs

¥ Subscribe to alarms
¥ Subscribe to notification

oK Cancel

7 Click OK.

Tips

¢ Notify must be running for you to receive notification of alarms,
incoming items, or change in return status of outgoing items.

¢ You can receive notification for someone else only if he or she has
given you proxy rights plus appropriate rights in his or her Access
List. See Giving Other People Access to Your Mailbox under Managing
Your Mailbox.

¢ You cannot receive notification for someone who is on a different
post office than you.

Archiving the ltems in Your Mailhox

Use Archive to save mail or phone messages, appointments, reminder notes, or
tasks to a designated database on a local drive. Archiving items saves network
space and keeps your Mailbox uncluttered. For example, if you have important
items in your Mailbox that are not currently relevant to your work, you can

86 Archiving the Items in Your Mailbox



archive them. You can view archived items whenever you need to. You can also
unarchive any archived item. When you archive an item you have sent, you will
not be able to track the status of that item. Archive is not available in Remote.

Archive and Folders
When you move an item to a folder, it is not archived. Items in folders are still
affected by the Clean Up options you specify in Environment Options.

Archiving an Item in
Your Mailbhox

1 Ifyou have not previously done so, specify the archive path in File Location
in the Environment dialog box. See Sezting Options for GroupWise under
Customizing GroupWise.

Select the items in your Mailbox you want to archive.

Click Actions *» Archive.

Tips
¢ When you archive an item you have sent, you cannot track the status
of that item.

Viewing Archived Items

1 In the Main Window, click File » Open Archive.

Unarchiving Items

1 Click File » Open Archive.
2 Click the item you want to unarchive » Actions » Archive.

3 Click File » Open Archive to return to the Main Window.

Tips
+  Unarchived messages are returned to the folder from which they

were archived. If the folder has been deleted, GroupWise creates a
new folder.

Archiving ltems
Automatically

1 Click Tools » Options.
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2 Double-click Environment * click the Cleanup tab.

Environment [ 2]

General] WViews ] File Location  Cleanup l Signature]

Mail and ph
o

" Auto-delete after: ’—_|
=

" Auto-archive after:

Appointment, task, and reminder note
+ Manual delete and archive

" Auto-delete after: l—_|
il

" Autg-archive after:

Empty trash
" Manual

+ Automatic after: 25 5' days

oK | Cancel |

Select Auto-Archive After for the item type you want.

4  Specify the number of days after the item is delivered or completed that you
want it to be archived.

5 Click OK.

Printing Items in Your Mailbox

Use Print to print one or more items from your Mailbox or Calendar and any
attachments. You can also print an item that you are currently reading or
creating. Set up your printer using the Windows Printers Control Panel.

You can print an attached file from the application in which it was created, if you have
access to that application. Or, you can print an attached file from GroupWise. Printing
from GroupWise may save time since another application doesn’t have to be opened;
however, the attached file may print with slightly different formatting,

Use Print Calendar to print your schedule including appointments, tasks, and
reminder notes in different formats and on various page sizes. For example, you could
print a day calendar with all your appointments or a week calendar with all your
appointments and tasks. See Using Your Daily Calendar under Using Your Calendar.

Printing GroupWise
Items

1 In the Item List in your Mailbox, click or open the item you want to print.
Citrl+click to select multiple items.

2 Click File » Print.

3 Click the items you want to print.
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4 Click Print.

Tips

*  You can print attachments from GroupWise. You can also print
attachments from the associated application.

Printing an Attached
File from GroupWise

1 Open or click the item containing the attached file.

Click File » Print.

Click the attached file you want to print.

Ctl+click other files to print more than one attachment.

4 Click Print.

Printing an Attached 1 Open or click the item containing the attached file.
File from Another
P lick File » Print.
Application Click File t
Click the attached file you want to print.
Ctl+click other files to print more than one attachment.
4 Click Print Attachment with Associated Application > Print.
Printing Status 1 Right-click an item » click Properties.
Information About an
Item K Properties [_ o[ =]
File Edit View Actions Took ‘Window Help
A=
Mail Envelope Properties (3516BCEC.EGT ¢ 7 : 55006) = |
Subject: Weh Questions
Creation Date: Mon, Mar 23, 1998 12:47 P
From: GW Mag
Created By: GWWAG, ORMZ-1. OREMAGMovell. carm

Recipients
ORMZ-1.0REM2
DAnderson (Doug Anderson)

Post Office Route
ORM2-1.0REM2
Files Size Date & Time
MESSAGE 2930
Options
Expiration Date: MNone
Priority: Standard
Reply Requested: Mo
Return Notification: Mone
Concealed Subject: Mo
Security: Standard
L

Monday, March 23, 1998 12:47 PM

=

2 Rightclick in the Properties window » click Print.

The information is sent immediately to the printer.
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Greating Rules

Use Rules to define a set of conditions and actions to be performed when an
item meets those conditions. You can specify such actions as moving items to
folders, forwarding and replying to items, and more. Rules can help you organize
your Mailbox, automate your Mailbox when you are away, or delete unwanted
items.

When you create a rule, you must do the following:

+ Name the rule.
* Select an event. The event is the trigger that starts the rule.

* Select the types of items that will be affected by the rule.

*

Add an action. The action is what you want the rule to do when it is
triggered.

*

Save the rule.

You can specify many more options to limit which items a rule affects. For
example, you can apply a rule to only accepted appointments, to items with a
certain word in the Subject box, or to items with a high priority.

Assigning Rule Actions
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Each rule must have an action assigned. The action is what the rule does when
the rule criteria is met. For example, if you've been reassigned to a new project,
you can create a rule that forwards each new item dealing with the old project to
your replacement. The following list explains each rule action.

Action Result

Send Mail Sends a prepared mail message to the recipients you
specify when the rule conditions are met. For example,
assume you need to inform your boss each time you
receive a monthly report from another group of people.
Your boss may not want to see the report; he or she
simply needs to know that you’ve received it.

Forward Forwards items to one or more users when the rule
conditions are met. For example, assume a co-worker has
agreed to handle your mail while you’re away. You decide
what type of incoming items you want your co-worker to
handle and create a rule to forward those items.

Delegate Delegates an appointment, reminder note, or task to
another user when the rule conditions are met. For
example, assume someone agrees to cover for you while
you’re away from the office. Your rule can delegate
appointments, tasks, or reminder notes to that person.
The original sender can find out whom you have
delegated the item to in the Properties window.



Action
Reply

Accept

Delete/Decline

Empty Item

Move to Folder

Link to Folder

Mark as Private

Mark as Read

Archive

Result

Sends a prepared reply to the sender when the rule
conditions are met. For example, if you have to be out of
the office for several days, your rule could send a reply to
the senders of incoming items indicating where you are,
when you’ll be back, and whom to contact for urgent
business.

When you send automatic replies, you should typically
reply only to high-priority items and items in which the
sender has requested a reply. This way, your replies aren’t
sent to mail list groups and company-wide mail.

Accepts an appointment, reminder note, or task when the
rule conditions are met. For example, your rule could
accept all appointments from a specific individual.

Deletes or declines any item when the rule conditions are
met. For example, your rule could decline any
appointment scheduled for a certain day of the week if
you are always unavailable for meetings on that day.

Deletes the items from the Trash when the rule
conditions are met. The items are not recoverable after
they are emptied from the Trash.

Moves items to a folder when the rule conditions are met.
For example, you may want all items with certain words
in the Subject box moved to a common folder.

Links items to one or more folders when the rule
conditions are met. Linking an item to a folder lets you
view the item from more than one folder. For example, if
you have an item that relates to Marketing and Personnel,
you can place it in the Marketing folder, then link it to
the Personnel folder. You can then open the item from

either folder.

Marks all items matching the rule conditions as private.
When an item is marked private, you can restrict your
proxies from accessing the item.

Marks all items matching the rule conditions as if they
have been read. For example, assume you are skimming a
reply thread in a shared folder. If you didn’t want to
follow the thread anymore, your rule could mark all the
items in the thread as if they had been read so they
wouldn’t sort at the top of the Item List.

Archives items when the rule conditions are met. For
example, your rule could archive all items regarding a
certain subject.
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Action

Result

Mark as Unread ~ Marks all items matching the rule conditions as if they

Stop Rule
Processing

have not been read. Usually, you will click Actions »
Read Later to mark an item unread. A rule action is also
available in case you want to automate this process or
apply the unread status to several items at once.

Stops other rules from acting on items that meet the rule
conditions. Remember that rules are executed in the order
they are listed in the Rules dialog box. If there are other
rules that would normally affect these items, this rule
action will prevent the other rules from executing.

Selecting Events that An event is the trigger that activates the rule. The different types of events are

Trigger a Rule explained below.

Event

New Item

Filed Item

Open Folder

Close Folder

Startup
Exit

User
Activated
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Result

The rule is triggered when a new item is placed in your
GroupWise Mailbox. Clicking Received lets only incoming
items trigger the rule. Clicking Sent lets only items you send
trigger the rule. Clicking Posted triggers the rule each time
you create a posted appointment, reminder note, or task.
Clicking Draft lets only items marked as unfinished, or draft,
trigger the rule.

The rule is triggered when an item is placed in a specific
folder. If you do not specify a folder, the rule is triggered
when an item is moved to any folder.

The rule is triggered when you open a specific folder. If you
do not specify a folder, the rule is triggered when you open
any folder.

The rule is triggered when you close a specific folder. If you
do not specify a folder, the rule is triggered when you close
any folder.

The rule is triggered when you start GroupWise.
The rule is triggered when you exit GroupWise.

The rule can only be triggered manually by selecting the rule
in the Rules dialog box, then clicking Run.



Creating a Rule 1 Click Tools » Rules » New.

New Rule HE

Flule name: ||

When event iz

Mew Item % | Anditems are: V¥ Recejved [~ Sent [ Posted [ Draft

If conditions are  [optional]

Item types: Drefine Conditions..

[~ Mail 5.t on allitems
™ Appaintrent
[" Task

™ Reminder nate

™ Phone message

Appointment conflict exists: | Does not matker [Yes or No) j

Then actions are

Add Action +

|

Cancel

2 Type a name in the Rule Name box.
Click the When Event Is pop-up list > click an event to trigger the rule.

If you clicked New Item, Startup, Exit, or User Activated, click one or more
sources for the item. For example, click Received and Posted.

or

If you clicked Filed Item, Open Folder, or Close Folder, click the folder
icon » a folder » OK to display the folder name.

5 Click one or more types of items you want the rule to act on in the Item
Types list.

6 If you want to further restrict the items affected by the rule, click Define
Conditions * click the appropriate options » OK.

7 Click Add Action * click the action you want the rule to perform.

Some actions such as Send Mail and Reply require you to fill in additional
information.

8 Click Save.

Tips
* If Save is dimmed, you may have forgotten to type a rule name or
add an action.
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Copying a Rule to
Make a New Rule

Click Tools » Rules.
Click the rule you want to copy » Copy.
Type the name of the new rule.

Make the appropriate changes to the rule.
Click Save.
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Editing a Rule

Click Tools » Rules.

Click the rule you want to edit » Edit.
Make the appropriate changes to the rule.
Click Save.

W N -

Deleting a Rule

—t

Click Tools » Rules.
2 Click the rule you want to delete » Delete.
3 Click Yes.

Limiting ltems Affected
by a Rule

Use Define Conditions to further limit the items affected by a rule. For example,
you can specify that you want the rule to affect appointments that have been
accepted, or mail messages with certain words in the Subject line, and numerous
other possibilities.

1 In the New or Edit Rules dialog box, click Define Conditions.
2 Click the first drop-down list » click a field.

3 Click the operator drop-down list » click an operator.

4

Type the criteria for the filter.

or

If provided, click the drop-down list » click an existing criteria.

If you type criteria, such as a person’s name or a subject, you can include

wildcard characters such as an asterisk (*) or a question mark (?). Text you
type is not case-sensitive.

5 Click the last drop-down list » click End.

or

Click And or Or to further limit the items affected by the rule.

Running a Rule
Manually
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If you’ve created a rule that you don’t want to act on items continually, you can
run it manually as needed. For example, instead of a rule always moving certain
items into a folder, you may want the items to accumulate in your Mailbox until
you’re ready for them to be moved all at once.

1 Click the items or folders that you want affected by the rule.
2 Click Tools » Rules.



3 Click the rule you want to run manually.

4 Click Run » Close.

Tips

¢ The rule actions occur after you close the Rules dialog box.

Enabling or Disabling a
Rule

A rule must be enabled before it can be triggered. When a rule is enabled it is
marked with a check. When you disable a rule, the rule cannot be triggered.
However, the rule is still listed in the Rules dialog box so you can enable the rule

when you need it again.
1 Click Tools > Rules.

Rules

Rules are executed in the order they appear in the list. Drag a
rule ta a different position to change the order

Cloze

Mew...

B

Rule list:
Rule Mame | Event
Reply New Item
Fanward Uger Activate
Decline New Item
Archive Open Folder
Delegate Start-Up

Edit.. |
Copy.. |
Delete |
Disable |
Run |

2  Click the rule you want to enable or disable.

3 Click Enable or Disable.

This button toggles between Enable and Disable.

Tips

*  An enabled rule has a check mark in the box.

+  You can also click in the box next to the rule name to enable or

disable it.
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Giving Other People Access to Your Mailhox

Proxy lets you manage another user’s Mailbox and Calendar. Proxy lets you
perform various actions, such as reading, accepting, and declining items on
behalf of another user, within the restrictions the other user sets.

Receiving Proxy Rights

Two steps must be completed before you can act as someone’s proxy. First, the
person for whom you plan to act as proxy must grant you rights in the Access
List in Options. Second, you must add that user’s name to your Proxy List so
you can access his or her Mailbox or Calendar easily.

Once you have completed the two steps above, in your Proxy pop-up list click
the name of the person you’re proxying for whenever you need to manage his or
her Mailbox or Calendar. You can also manage the schedules of users and
resources for whom you have proxy rights with the Multi-User Calendar view.

Granting Proxy Rights

Use the Access List in Security Options to give other users rights to proxy for
you. You can assign each user different rights to your calendaring and messaging
information. If you want to let users view specific information about your
appointments when they do a Busy Search on your Calendar, give them Read
access for appointments. The following table describes the rights you can grant
to users:

This right Lets your proxy do this

Read Read items you receive.

Write Create and send items in your name.
Subscribe to my alarms Receive the same alarms you receive.
Subscribe to my Receive notification when you receive items.
notifications

Modify Change the options in your Mailbox. The
options/rules/folders proxy can edit any of your Options settings,

including the access given to other users.

Archive items Store and read your items in his or her archive
folder. If you give a proxy Archive rights, items
archived by that proxy may be stored on his or
her hard disk and will be inaccessible to you.

Read items marked Private  Read the items you marked Private. If you
don’t give a proxy Private rights, all items
marked Private in your Mailbox are hidden
from that proxy.

Editing Your Access
List

1 Click Tools » Options.
2 Double-click Security » click the Proxy Access tab.

3 To add a user to the list, type the name in the Name box » when the full
name appears, click Add User.
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4 Click a user in the Access List.

5 Select the rights you want to give to the user.

Security Options EH

Password | Matity ~ Frosy Access |

Hame: Erdser
| |
Bemove Lser
Access Jist:
Uzer Mame | Address ﬂ
Todd Purser ToddPE0REM

Richard Ballard FBallardi=0RE M
o

- Access night
Mail/phane: [# Read ¥ ‘Wit
Appointments: W Read W ‘wiite
Reminder notes: [T Read [ ‘wiie
Tasks: WV Read T ‘wiite

[~ Subscribe to my alamms

™ Subscribe to my notifications

™ Modify preferences/ules/groups
v Archive items

™ Read items marked private

Ok I Cancel |

6 Repeat Steps 4-5 to assign rights to each user in the Access List.

7 Click OK.

Tips

¢ To delete a user from the Access List, click the user » Remove User.

*  You can select Minimum User Access in the Access List to assign a
default set of rights to all users in the Address Book. For example, if
you want all users to have rights to read your mail, you would assign
Read rights to Minimum User Access.

m::,asgmg"shool;l%(:ne 1 In the Main Window or Calendar, click ﬂ to open the Proxy pop-up list.
Calendar 2 Click the name of the person whose Mailbox you want to access.
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3 When you have finished your work in the other person’s Mailbox, click il
» click your own name to return to your Mailbox.

Tips

¢ Before you can act as a proxy for someone, that person must give
you proxy rights in his or her Access List in Options. Before you can
click that person’s name in your Proxy pop-up list, you must add it
to your Proxy List.

g:’:):;%zpl!ﬁ:rltigtvour In the Main Window or Calendar, click il » Proxy.
2 Specify the user whose Mailbox you want to access > click OK.

The user’s Mailbox opens. The name of the person you are a proxy for is
displayed at the top of the Folder List.

3 To return to your own Mailbox, click il > your name.

Tips

¢ Once you add a user’s name to your Proxy pop-up list, you can click
it whenever you want to access the Mailbox. To return to your own
Mailbox, click your own name in the Proxy pop-up list.

¢ You need Proxy rights in the Access List in Options before you can
act as a proxy for another user.

+ If you have Proxy rights, you can view the schedules of multiple
users or resources side-by-side.

¢ Ifyou are a proxy for more than one person and all the people you
are proxy for give you Read and Write rights to their Calendars, you
can view and print their schedules side-by-side. See Using Your Daily
Calendar under Using Your Calendar.

¢ Asa proxy you can use Mark as Unread on the Actions menu to
change the icon next to messages you have opened so that the user
the messages belong to can keep track of the messages he or she has
read.

¢ You may have limited access to the other user’s Mailbox, depending
on the rights the user assigned you in the Access List in Options.

*  You can act as a proxy for any user on your post office who gives you
rights. If you want to act as a proxy for a user on another post office,
client/server must be enabled on the destination post office.

¢ You can work with several Mailboxes open at one time. You can tell
the Mailboxes apart by checking the Mailbox owner’s name, which
appears as the user label for each Mailbox.
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Deleting a User from 1 In the Main Window or Calendar, click il » Proxy.

Your Proxy Pop-up List
2 Click the name you want to remove * click Remove.
3 Click OK.

Tips

*  Remove a user from your Proxy pop-up list if you are no longer
acting as a proxy for that user.

* Removing a user from your Proxy pop-up list does not remove your
rights to act as a proxy for that user. The user whose Mailbox you
access must change your rights in the Access List in Options.

Marking an Item You can limit a proxy’s access to individual items in your Mailbox or Calendar
Private by marking items Private.

When you mark an item Private, you prevent unauthorized proxies from
opening it. Unauthorized proxies are proxies to whom you have not given rights
to open items marked Private. Proxies cannot access items marked Private unless
you give them those rights in your Access List.

If you mark an item Private when you send it, neither your proxies nor the
recipient’s proxies can open the item without rights. If you mark an item Private
when you receive it, it cannot be read by your unauthorized proxies, but it can
be read by the sender’s proxies.

1 To mark an item in your Item List Private, click the item » click Actions »
Mark Private.
or

To mark an item in your Calendar Private, click an item in the
Appointments, Reminder Notes, or Tasks list » click Actions » Mark
Private.
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Saving Items in Your Mailhox

You can save items and attachments as files on your hard disk, in a personal
network folder, or on a diskette. You can also save items and attachments as
documents in GroupWise Library.

When you save an item in your Mailbox, GroupWise leaves the item in your
Mailbox and saves a copy of the item in the location you specify. Items saved to
disk and to GroupWise Library are saved as WordPerfect® 5.1 documents.
Attachments retain their original format.

Once an item is saved, you can retrieve the item into another application, such as
WordPerfect.

Saving an Item in Your 1
Mailbox

Click the item you want to save > click File » Save As.
Type a filename for the item in the Save File As text box.

When you save an item, GroupWise uses the subject line as the filename
with a .MLM extension. You can use this name or type a different one in the
Filename text box.

If you want to save the item in a different directory than is shown in the
Current Directory text box, click Browse.

If you want GroupWise to prompt you to replace an existing file with the
same name, select Report Filename Conflicts.

Click Save » Close.

Tips

¢ You can save attachments by selecting the attachments in the Items
to Save list box.

¢ You can also right-click an item * click Save As to open the Save

dialog box.

Saving an Attachment 1
2
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Click the item containing the attachment you want to save.
Click File » Save As » click the attachment.

You can Shift+click or Cerl+click multiple attachments to save them.



3 In the Save File As box, type a filename for the attachment.

Save HE

ltems to save: Save |

Check thiz document

+ fttachment: JAVACALE WPD Close

Save to Disk j

Save fle as:

Current directary:

C:\Progiam Files\Entrustentrust profile Browse...

¥ Report file name conflicts

4 To save the item in a different directory than is shown in the Current
Directory box, click Browse » click a drive » click a folder » OK.

5 If you want GroupWise to prompt you to replace an existing file with the
same name, select the Report Filename Conflicts check box.

6 Click Save » Close.

Saving an Item or Click the item or attachment you want to save > click File » Save As.
ﬁ;t::;l::tnt asa In the first drop-down list, click Save to GroupWise Library.

Type a subject for the document.

W N =

Click a library to save the document in.

Tips

* If you want new documents to use the default values you selected for
all the required fields in the document property sheet, select the Set
Properties Using Default Values check box. However, if you
haven’t selected default values for all the required fields, the property
sheet will appear when you click Save, regardless of whether the box
is selected.

¢ Items are saved to the document library in WordPerfect 5.1 format.
Message headers, including the To and Subject fields, are included
in saved documents.

* Attachments are saved to the document library in their original
format.
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Saving Status
Information

Click an item *» File » Properties to display the status information.
Click File » Save As.
Type a filename.

a2 N -

If you want the file to have an extension, type one in; GroupWise does not
add one for you.

5 Click Save.

Tips
¢ The text is saved in WordPerfect 5.1 format.

Saving an Unfinished 1 From the item view, click File » Save Draft.

Item 2  Click the folder you want to save the item to * click OK.

Tips

¢ The draft message is placed in the folder you chose in Step 2. The
default folder for unfinished messages is the Work In Progress
Folder.

¢ You can also save an item by clicking Cancel in the item view. Click
Yes when you are asked if you want to save the message. It is then
placed in the folder you specify.

Owning Resources

Resources are items that can be scheduled for meetings or other uses. Resources
can include rooms, overhead projectors, cars, and more. The system
administrator defines a resource by giving it an identifying name and assigning it
to a user on the same post office. A user assigned to a resource is the owner of
that resource and has full Proxy rights to receive notification of appointments
and accept or decline appointments.

Resources can be included in a Busy Search, just as users can. Resource IDs are
entered in the To box.

aggleiﬁ:'zg;:sdoume 1 In the Main Window or Calendar, click il

Requests 2 Click the resource you own.
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If the resource you own isn’t listed in the Proxy pop-up list, click Proxy »
type the name of the resource you own in the Name box * click OK.

Double-click the item you need to accept or decline.

Click Actions » Accept or Decline » OK.

Tips

*  You can accept or decline resource requests only if you are the owner
and have been granted Read and Write rights.

* Ifyou want to be the owner of a resource on a different post office,
client/server must be enabled on the resource’s post office.

Receiving Notification
When a User Requests
a Resource

In the Main Window, click Tools » Options » double-click Security »
click the Notify tab.

In the Notification list box, click the resource.

Make sure Subscribe to Notification is selected » click OK.

Tips
* Ifyou do not see the resource listed in Step 2 above, type the
resource name > click Add User.

Creating a Rule for a
Resource

As the owner of a resource, you have full Proxy rights to that resource, including
the ability to create rules for it. The following steps show you how to create a
rule that accepts all requests for an available resource. This is an example of one
rule that is useful for a resource. You can create numerous other rules that
perform different actions. For example, you might create a rule that declines
requests for a resource that is already scheduled. See Creating Rules under

Managing Your Mailbox.

1 In the bottom left corner of the Main Window or the top left corner of the
Calendar, click il

2  Click the resource you own.
If the resource you own isn’t listed in the Proxy pop-up list, click Proxy »
type the name of the resource you own in the Name box * click OK.

3 Click Tools » Rules » New.

4 Type a name for the rule.

5 Click Appointment. Make sure the other item types are deselected.

6 Click the Appointment Conflict Exists drop-down list » click No.
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7 Click Add Action > Accept > type a comment if desired » click OK.

Steps 6 and 7 instruct the rule to accept the appointment for the resource
only if the resource is available.

8 Click Save » Close.

Opening and Emptying the Trash

All deleted mail and phone messages, appointments, tasks, document references,
and reminder notes are stored in the Trash. Deleted items can be viewed,
opened, or returned to your Mailbox until the Trash is emptied (emptying the
Trash removes items in the Trash from the system). You can empty your entire
Trash, or empty only selected items. Items in the Trash are emptied according to
the days entered in the Cleanup tab in Environment Options, or you can empty
the Trash manually.

H %
Opening Your Trash 1 In your Folder List, click J

Tips
¢ You can open, save, and view information on items in the Trash.

You can also remove items from the system or return them to the
Mailbox. Right-click an item in the Trash to see a QuickMenu™ of
these options.

: - .
:ll:l:%:tswg an ltem in 1 In your Folder List, click J

2  Select the item(s) you want to undelete.

Click Edit » Undelete.

Tips

¢ The undeleted item is placed in the folder from which it was
originally deleted. If the original folder no longer exists, the item is
placed in your Mailbox.

¢ You can also restore an item by dragging it from the Trash folder to
any other folder.
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Saving an Item That Is

in Your Trash In the Folder List, click f?i

Click the item you want to save.
Click File » Save As.

In the Save File As box, type a filename for the item.

gl A W N =

Click Browse to save the item in a different directory than is shown in the
Current Directory box » click OK.

6 Click Save » Close.

Tips

¢ When you save an item that is in your Trash, GroupWise provides a
filename using the subject line with a .MLM extension. You can use
this name or type a different filename in the Save File As box.

* To save items, you can also right-click the item » click Save As to
open the Save dialog box.

* To have GroupWise report any filename conflicts, select the Report
Filename Conflicts check box.

Emptying the Trash 1 Click Edit » Empty Trash » Yes.

Tips
* You do not have to open the Trash folder to empty the Trash.

Emptying Selected

ltems from the Trash In your Folder List, click faii

2 Select one or more items.

-k

To select more than one item, press Ctrl while you click the items.

3 Click Edit » Delete » Yes.

Tips
+  Shift+click to select a range of items.
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Emptying the Trash 1 Click Tools » Options.

Automatically 2 Double-click Environment > click the Cleanup tab.

Select the Automatic After button in the Empty Trash box » specify the
number of days between automatic deletions.

Environment [ 2]

General] Views ] File Location  Cleanup l Signature]

Mail and phone

" Auto-delete after: ’—_|
|

" Auto-archive after:

Appointment, tazk, and reminder nate
% Manual delete and archive

" Auto-delete after: ’—J
=

" Auto-archive after:

Empty trazh
" tanual

+ Automnatic after: 25 5' days

()8 | Cancel

4 Click OK.

Deleting Items from Your Mailhox

Use Delete to remove selected items from your Mailbox, selected text in an item,
connections, and more. You can also use Delete to retract items you have sent.
You can retract mail and phone messages if the recipients have not read them.
You can retract appointments, reminder notes, and tasks at any time.

Deleting an Item from 1 In the Main Window, click the item you want to delete. To select multiple
Your Mailbox items, Ctrl+click each item.

2 Click Edit » Delete.

Tips

¢ When you delete outgoing items, the Delete Item dialog box
appears. Select the appropriate Delete From option.
You can also right-click items in the Main Window and click Delete.
If you delete a document reference from your Mailbox, only the
reference is deleted. The document remains in the Library.

¢ Deleted items are moved to your Trash, and remain there until the
Trash is emptied. You can view or undelete items in your Trash.
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Using the Address Book: An Overview

Use the Address Book like a phone book and information center for your
addressing needs. The Address Book can store names and addresses, e-mail

addresses, phone numbers, and more. You can also dial the phone from the
Address Book.

You can create multiple address books for your personal use. Open address
books are represented by tabs in the main Address Book window. You can
display one address book at a time.

Address books can store e-mail addresses as well as Internet addresses. An e-mail
address is the name a mail system uses to identify a person. Internet addresses
resemble regular e-mail addresses but apply to the Internet, meaning that you
can send and receive mail from locations outside of your organization. You can
use Lightweight Directory Access Protocol (LDAP) providers to access address
books on the Internet.

Searching for Users and Resources

You can quickly find entries in the displayed address book by using the Search
List. You can also specify search criteria by defining one or more filters. For
example, you can define a filter which displays only entries with last names that
begin with “D.”

When you begin typing a name in the To, CC, or BC boxes of an item you are
creating, Name Completion tries to complete the name for you. It searches the
address books in the order you specify in the Name Completion Search Order
dialog box for entries that match what you're typing.

If Name Completion finds the name you are looking for, you can stop typing. If
Name Completion doesn’t find it, continue typing: Name Completion searches
again after each new character you type. If Name Completion finds a name that
is close to but doesn’t exactly match the one you are looking for, you can use the
Up or Down arrows to scroll to adjacent names in the Address Book. You can

tell Name Completion to search your address books in a specific order.

However, Name Completion always searches the system address book last. You
can also search Internet address books by using Lightweight Directory Access
Protocol (LDAP). See Using LDAP in the Address Book under Using the Address
Book.

Searching for User,
Resource,
Organization, and
Group Addresses

1 Click &l on the toolbar.

2 Click the tab of the address book where you want to search for addresses.
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3 Ina Search List box, begin typing what you are searching for.

¥ ¢ Addicss Boak
Fle Edi View Addess Hel

Novell Groupwise Address Book  Legal IGEagerI Frequent Contacts |

Searchlist = -
Name | E-Mail Type |Zelazney@ |
[ Hame E-Mail Type E-Mail Address
Caral Ot NEW COerti@0REM2.0.
Chiis Wwiight NEW WRCHAIN.CTWAI.
Cindy-¢ Laursen NEW WRCHAIN.CLAUR.
Dale Boman NEW DaleB@OREMZ.0...
Diarell Ostier NEW WPCHAIN.DMOST. .
Jaglynn Willams NEW ICwillamsGOREM.
John Flinders NEW WPCHAINAFLIND.
Jose fuvila NEW Jil@OREM2.0R...
Nancy Gaadiiffe NEW NGaadiftzGOREM.
Richard Ballard NEW RBalard@OREM. ..
Steve Argyle NEW WPCHAIN:SARGY..
Todd Purser NEW ToddPGOREMZD... -

[_[o[x]

5] o e

Close Dial k=i Add.. Remove Information Close List <<

| SavelEuu.

Search falled - walling for st input

Tips

¢ Many columns in the Address Book have a Search List box. You can

search for addresses using any Search List box. To narrow your

search further, you can create a fil
you are looking for.

ter to tell the Address Book what

Using Filters to Narrow
an Address Search

Specify an operator

Specify a column

1 Click &l on the toolbar.
2 Click View » Define Custom Filter.

Find entries where . E-Nail Address contains WPCMZA

‘;E—MallAddless =] 0% [wrevan End o] Cancel
| Nl

Specify a parameter

— Specify additional filter options

3 Click the first drop-down list » specify the column you want to filter.

4 Click &l » specify an operator.
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5 Type the parameter you want to filter by » click OK.

Tips

*

An operator is a symbol that represents a mathematical operation. A
parameter is a variable used with a command to indicate a specific
value or option. For example, to create a filter that lists only users
whose last name is Davis, click the Last Name column, click =, then
type Davis. In this example, =Equals is the operator and Davis is the
parameter:

Building a Filter HE
Find entries where . Last Mame is Davis ,T
ILas[ M ame j =% IDaws End s _Cance\
Resst |

After a filter has been defined for an address book, you can enable
the filter again later by displaying the address book in which you
want to enable the filter and clicking View » Custom Filter.

By selecting additional filter options in the last drop-down list, you
can add rows to and delete rows from your filter. You can also use
And and Or operators or New Group to further narrow the filter.

Defining Name 1 In the Address Book, click File » Name Completion Search Order.

Completion Search
Order

N

In the Available Books box, click or Ctrl+click the books you want Name

Completion to search » click Add.

3 To change the search order of an address book, select the address book *

click Down or Up.
4 To disable Name Completion, deselect the Disable Name Completion
check box.
5 Click OK.
Tips

*

*
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To have Name Completion search a foreign address book, follow the
steps above, selecting the foreign address book in Step 2, and placing
it at the Selected Books list box in Step 3. To have Name
Completion search the foreign address book first, place the foreign
address book above the Frequent Contacts address book in the
Selected Books box.

To remove an address book from the search list, click the address
book * click Remove.



Using LDAP in the Address Book

The Address Book supports Lightweight Directory Access Protocol (LDAP)
technology, thus allowing you to use address books in foreign directories, such as
those on the Internet. With LDAP in place, you can search an Internet address

book with potentially millions of names available each time you begin typing in
the To field of a Send view.

Using LDAP in the 1 You must first purchase or download an LDAP service provider and run its

Address Book setup program. Make sure the foreign address book is in the search list for
Name Completion. See Defining Name Completion Search Order under
Searching for Users and Resources.

2 Start typing a name in the To box or the Address Book Name box of the
LDAP address book tab » press Ctrl+Enter.

If you type in part of a name and GroupWise® completes the name for you, the
highlighted text is included in your search when you press Ctrl+Enter. You may
need to delete all or part of the highlighted portion of the name before pressing
Cul+Enter.

Tips

*  You can change an LDAP provider's properties from the Address
Book. See Modifying LDAP Provider Properties from the Address Book
below.

¢ When you press Ctrl+Enter, the Address Book goes out to the server
you specified in the Properties dialog box and searches for names
matching the information you've typed in the To or Name box.

* If there is one matching entry, LDAP places the entry in the
appropriate box. If there are no entries matching your criteria, the
criteria itself is entered into the appropriate box. If there are
multiple entries matching your criteria, a dialog box appears with the
entries listed. Select the entry or entries you want » click OK.

Modifying LDAP
rrl;::’llgﬁer :L(:Il:‘:;t;eBsook 2 Seclect the provider » click Properties.

3 Click the Connection tab * type the name of the provider's server in the
Server Name box.

-t

From the Address Book, click File » Services.

4 Type the provider's server port in the Server Port box.
The default port number for most providers is 389.
Click the Searching tab » type the search base in the Search Base box.
Click OK.
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7  Close GroupWise * restart GroupWise.

Tips

¢ You must first purchase or download an LDAP service provider. If
necessary, unzip it. Run the setup program. The setup program will
guide you through the steps above.

¢ For help on the service providers, click the Help button on the tabs
of the Directory Services dialog box.

*  You can access the properties of your LDAP provider from
Windows® through the Control Panel. Double-click the mail icon.

Using Groups to Address Items

A group is a list of users or resources you can send messages to. Use groups to
send a message to several users or resources by typing the group name in the To,

BC, or CC boxes. There are two types of groups: public and personal.

A public group is a list of users created by the system administrator and is
available for use by each GroupWise® user. For example, there may be a public
group for the Accounting Department. Each employee in Accounting is
included in the group. Public groups are listed in the system address book. A
personal group is a group created by you. For example, if you often send an
appointment to your work group, you can include each co-worker’s address or
name and a meeting place (a resource) in a personal group. Groups are marked

with the a icon.
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Creating and Saving a 1 Click &l on the toolbar.

Personal Group

¥ ¢ Address Book M=l E3
Address List Clo Cdb Miw fddeccs Lok
Novell Grouphwise Address Book  Frequent Contacts I Doug Andersonl cool I
Search List: [ Name Completion Pasition: 138 [ | To  CC | BC: |
[~ Trizme [ E-Mail adchess | Department | Fa..| N{o: Elden
J Hame | Last Reference | E-tail Address | Department | Fau M1 | |CC: Edic Schmidt
EdMecGar 3597 [11:51 AM) EMCGARR.. Movel Marke... arm =]
Elden 3/18/98 (256 FM]  ENELSONM Electionic Ma... 801 BC: G/ Mag
Enegiof@aol.com  3/31/98 [8:56 AM) Enegof@a...
E picridet@smissi.. 2/18/38(5:12 PH] IntermetEpi...
Eric Schmidt 4423797 [3:51 AM) OREM:Enic |
FlsLad EAF/IT(3194M]  IntemetFlL.
Glary Tsuji 8/6/96 (250 PM) GTSUIGE,
gourmet
Group'wise B/23/97 [10:00 M) uto
GW Mag 2/25/38[11:08 &M]  GwMaG.0
T}]f dee GVUMP butfon 1.5 Howard Tavler < 1213/96 (208 Pkl ORFM:"LS
. 5. Internal Commu... 3418797 [3:17 &M) Intermal Co Internal Com. =l
dimmed when you're in the o | ®
system address book.
el HMail Add.. I Bemove I Information [Eloseiistes: | Save Group.

2 If the Address List is not visible, click Address List.

3 Click To, CC, or BC » double-click or Ctrl+click and drag the users and

resources for your group to the Address List.

4 Click Save Group.

Specify a name and personal address book for the group » click OK.

Tips

*  You can include users from different address books in one group.

Groups are marked with the 'ﬂ icon.
You can save groups in personal address books only.

*  You can save a group with any name you want. You can use spaces
or any characters in the group name.

Addressing Items to a 1 Inan item view, click Address.

Group

2 Select a group * click To, CC, or BC.

3  Repeat as necessary.
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4 Click OK to return to the item view.

Tips

*

Name Completion searches the Frequent Contacts address book, the
current address book, and the system address book, provided they
are open.

Public groups are located in the system address book.

Adding and Removing
Names from a Personal

1 Click E » the tab of the address book the group is located in.

Group 2 Select the group » click Edit » Edit Group.
3 Modify the group in the Address List » click Save Group » OK.

Tips

*

To edit a group, you can also right-click the group entry in an

address book > click Edit Group. Groups are marked by the

icon.

¢ The group entries appear in the Address List. You can double-click
usernames in the address books to move them into the group or
double-click usernames in the Address List to remove them from the
group.
Viewing Group 1 Click E on the toolbar.

Information

2 To view the members of a group, click a group * click Edit » Edit Group.

¢ Address Book Hi=
File Edt View aAddiess Help
Novell GroupWise Address Book  Frequent Contacts 1 Doug Andersan I cool ]
Search List Mame Completion Position: 1 4% ’E LC: | BC:
| To: Daren Deadmond
Elden
MName Last Reference E-Mall Address | Department Fax M...| Office F Jennifer Eamnshaw
H HD Mark TALBOT
Biana Sue Mot 367 (1032 81 GREM- 5 R E"ucg;f:‘jgil':'d
danderso <dand... 1/7/97 [9.35 AM] OREM:"dander.. Susan Salay
danderso@Q13... 6/24/97 (4:45 PM) Intermet: dander. ..
Daren Deadmaond 2/26/98 [3:40 AM) DDeadmond.0... IMFORMS D a01-2
DarrinVandenBos 2/25/98 [3:10.AM) D%andenbos.0... Grouph/are ... a0-2
dave 12/3/97 (410 PM) danderso.com. 21 2—3J
Dave Wikes 1797 (11:63aM]  Dwilkes.ORM... GROUPWIS... a01-2
Dravid &nderson 12/18/96 (455 PM)  danderso®@csf.
Dravid Hurt B/11/97 [4:24 PM) DHUMT @nov... Groupware | 801-22.. 801-2
David anderson... 121697 [4:44 PM]  IntemetDavid....
Deb Tokarewich  3/256/98 (1229PM)  DTORAREW.P... Doc Services.. 801-86.. 8018
| o
HMail Add... | | |nfarmation Save Group...

114 Using Groups to Address Items



The group is displayed in the Address List, where you can see the usernames.
If it is a personal group, you can edit it. See Creating Personal Address Books
under Using the Address Book.

3 To view a description of the group, select the group > click Information.

Information for cool solutions

Hame: il

|c:00| solutions

LComment:

Cancel

il

Edit G
Members of the Cool Solutions team =l L SrHP

Moving Addresses from One Address Book to Another

If another user has created a personal address book that would be useful to you,
he or she can export a copy of it and send you the copy. You can then import
the copy of the other user’s personal address book instead of having to re-create
the book from scratch. The other user could also share the personal address book
with you. See Sharing a Personal Address Book with Another User under Setting
Personal Address Book Properties.

Importing Addresses
into a Personal
Address Book

1

If you have received a Novell® personal address book as an attachment, right-
click the atctachment » click Save As » select the folder or floppy disk you
want to save it to » click Save.

Open the address book you want to import addresses into. For steps, see
Displaying Different Information in the Address Book under Using the Address

Book.
or

Create a new personal address book to import the addresses into. For steps,
see Creating Personal Address Books under Using the Address Book.

3 Click File » Import.
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4

Select the address book file » click Open.

Tips

+ To stop the import, press Esc > click Yes.

¢ Novell Address Book files have a .NAB extension. They are ASCII
files with specific formatting. If you want to import a non-Novell
address book file, look at a .NAB file to determine its format, then
mirror this format with your own address book’s information.

* To change folders, click a folder in the Folders box. You cannot
import addresses into the system address book.

Exporting Addresses
from the Address Book

N -

Open the address book from which you want to export names.
Select the addresses you want to export.

If you want to export an entire address book, you don’t need to select any
names.

Click File » Export.

Click Entire Address Book if you want to export the entire address book.
or

Click Selected Items if you want to export the addresses you have selected.

Click a folder for the file to be saved to » type a filename for the exported
file » click Save.

Tips

* To stop the export, press Esc > click Yes.

¢ The exported file is saved with a .INAB extension (Novell Address
Book).

¢ Cul+click to select multiple addresses.

Importing Non-Novell
Address Books

1

From your non-Novell® e-mail application, export the address book you
want to import into GroupWise.

Open a DOS editor or Notepad * open the non-Novell address book file.

You can also open the file in any word processor. To make editing easier, set
the margins so that the lines do not wrap.

Export a small Novell address book. See Exporting Addresses from the Address
Book above.
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4 Open the address book in a second copy or split window of the application

used in Step 2.

Cut, copy, and paste, or retype the fields for each entry from the non-Novell
book into the Novell address book. Place each field behind the comma
corresponding to the similar field in the first line of the Novell address book.
Each field should be enclosed in quotes.

The order of the fields for each entry must correspond to the order of the
fields in the first line of the Novell address book file. For example, if the
Name field follows the first comma in the first line, the Name field

information must also follow the first comma in the entry's line, for example:
"U","John Smith".

Each Novell address book entry starts with "C", "U", or "R". "C" is for
company entries, "U" is for user entries, and "R" is for resource entries. In
addition, groups are enclosed by "G>" and "G<" tags. This order (all "C"
entries before "U" entries, and "U" entries before "R" entries) is important if
you want user entries to be linked to their organizations and resource entries
to be linked to their owners. Groups can go anywhere after company entries
in this order.

When you are finished, the address book should look similar to this:

::TAGMAP:::OFFE0003:***, 3001001E:Name,3A06001E:First Name,3A11001E:Last Name,
“C","Novell GroupWise”,"Novell”,"GroupWise”,

“U”,"John Smith”,"John”,"Smith”,

“U”,"Kenichi Aoki","Kenichi”,”Aoki",

“U","Marina Sanchez”,"Marina”,"Sanchez",

“R”,"Conference Room One",,,

“R","Overhead Projector”,,,

Delete all extra spaces at the end of each line » save your formatted file
with a .NAB extention.

In GroupWise, open the Address Book.

To import the entries into a new address book, click File » New Book »
type a name * click OK.

or

To import the entries into an existing book, open the book you want to
import the names into.
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9 Click File » Import > select the address book file » click OK.

Tips

¢ Novell address book files are in ANSI-delimited format. In the first
line, the characters up to the first comma must not be edited. Each
field's title follows a comma. The hexadecimal numbers in each title
represent the MAPI tags. User-defined fields may share the same
hexadecimal number.

¢ Ifyou want to leave a field blank for an entry, you must type the
comma. This way you keep the fields lined up, so that, for example,
all information following the tenth comma of each entry goes to the
same field. There can be spaces inside of the quotes, but you must
delete all spaces outside of the quotes.

* Each Group entry begins with a C, U, or R, and also contains a T
(To or primary recipient), C (carbon-copy recipient), or B (blind-
copy recipient). For example, a "UT" entry is a user who will receive
an item as a primary recipient.

Dispiaying Different Information in the Address Book

You can control which address book tabs are displayed in the main Address Book
window by opening and closing address books. For example, you may have a
personal address book for an account that you deal with only six months out of
the year. You can close it when you don’t need it and open it again six months
later.

You can also control the information that is displayed in a single address book.
In order for you to change displayed information in an address book, that
address book must be opened.

Address books contain more information than can be displayed at one time. You
can change what information is displayed at any time by selecting different
column markers. You can also change column order, sort columns, or change
their widths.

Opening and Closing
Address Books

1 Click g on the toolbar.
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2 Click File » Open Book.

Open Address Book HE

Available address books oK

If all of your address books are open, Open Book is dimmed.
3 Click or Ctrl+click one or more address books » click OK.

4 To close an address book, click its tab » File » Close Book.

Tips

¢ When an address book is open, its name appears on a tab in the
Address Book window.

* Closing an address book does not delete it; you can open it again at
any time.

*  You can open as many address books as you want. If you have more
address books open than can be displayed on one line, click the
arrows to the right of the tabs to display them.

Specifying the Columns
to Display in an
Address Book

1 Click ﬁl on the toolbar.

2 Click the tab of the address book you want to change the displayed columns
in.
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3 Click Edit » Columns > click a column name on the menu to display it or
remove it from display.

Book =l E3
Wiew Addiess  Help
Add...
[ Corporate Legal | Frequent Contacts |
38 CopyTo =2 | e
I_ Bemove Del E-tdail Type | E-Mail dddress ‘ .
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4 If the column name you want is not displayed, click More Columns * click
the column in the Selected Columns list box » click Add or Remove.

Address Book Column Selection EHE

Awvailable columns: Selected columns:
Cellular Phone Mumber E-Mail Type: Cancel |
City E-Mail Address

Comments 55 pdd 33

Cauntry =

Beparlmanl << Bemove <<
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Tips

+ To display another column of information, you can also right-click a
column marker, then click a column name. To arrange columns,
you can drag a column marker to another position.
To remove a column marker, you can drag away the marker.
You can select different column layouts for each address book.

Changing the Order of
Columns in the Address
Book

Click @ on the toolbar.

2 Click the tab of the address book you want to change the displayed columns
in.

3 Draga column heading to another position.

Address Book Column Selection HE

Awalable: columns: Selected columns: o |
Cancel
E-Mail Address

Celllar Phone Number
City

Comments ey Depattment
Country = Fax Number
Domain

ED << Bemave <<

First Hame

Gresting

Hame Phors Number
Last Name

Mail Stop

Mailstop

MDS Distinguishied Hame

NDS Dist Column postion

shicr

Office Phore Number Dowin Up

opt 10 | —I—I

~ Calurn width

<< | < Smaller | Larger > | > |

EMail Typs

4 To add a column, right-click a column heading click a column name.

5 To remove a column, drag away the heading.

Tips

*  You can Ctrl+click column headings in either list box, then click
Add or Remove to move multiple columns at once.

*  You can also move columns in the Available Columns dialog box.
Click Edit » Columns » More Columns > double-click column
headings in the Available Columns list box or the Selected Columns
list box to add or remove columns.

*  You can select different column layouts for each address book.
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Using the Address Book to Send Messages

The Address Book makes sending mail messages, appointments, tasks, notes, and
phone messages casier and faster by helping you find the e-mail addresses of the
users you want to send an item to.

You can open an item view and then open Address Book to find addresses or you
can open Address Book first and open an item from there.

Using the Address 1 Inan item view, click Address.
Book to Address an .
I 2 Click an address book tab.
tem
v 4 Address Book B [=] E3
Fle Edi View Addess Help
Movell GroupWise Addiess Book | Designers  Frequent Cantacts | Doug Anderson | cacl |
Search List: Name Campletion Pasition: 1 o LCC: | BC:
Fautl..| O
Cindy-c Patlerso_. 8/6/95 (1026 4M)  CPATTERGON
Chfarr 12019/96 (209PM)  cklan@stkate.. |
ckfan 12/19/96 (447 PM)  "CKFARR@ale
Chfanr 43097 (£12PM] Inlemetcklar
Cklan@stkate.e.. 317/97 (321 PM]  intemetChar...
& client 1/7/97 %51 AM]
& cool solutions
; Dana Sue McC... 3/5/97 1032 4M1__ OREM:"LSPR...
This button togg/e: between danderso <dand__ 1/7/57 (335AM)  OIREM:"dander
Close List and Address List. dandersa®QI3.... /24/97 (445 FM)  Intemet dander.. -
al I _IJ
Cancel | Dial | Add Remove \ |nformation Close List <¢ \

3 If the To, CC, and BC boxes are not visible, click Address List at the bottom
of the Address Book.
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4 Double-click the names you want as primary (To) recipients of your message
» click CC » double-click the names you want as carbon copy recipients »
repeat for blind copy recipients > click Close.

Tips

*

If you know the person’s name, begin typing it in the To box of the
item view. Name Completion searches the Frequent Contacts
address book, the current address book, and the system address
book, provided they are listed in the Name Completion Search
Order. When Name Completion finds the person you want to send
a message to, you can stop typing. If Name Completion finds a
name that is close to but doesn’t exactly match the one you are
looking for, use the Up or Down arrows to scroll to adjacent names
in the Address Book.

To find an entry in an address book, click a Search List box and
begin typing. For example, begin typing a name in the Name
column.

You can also drag names to the Address List after clicking To, CC,
or BC. To select one entry, click the entry. To select multiple
entries, Ctrl+click them. To select all entries in the current address
book (up to 1,000), click Edit » Select All.

Sending Mail from the
Address Book

1 Click ﬁl on the toolbar.

¢ Address Book

File Edit Yiew Addess Help

Movell Groupise Addiess Book | Sales Contacts | Frequent Contacts |

[_[o[x]

This button toggles between
Close List and Address List.

Click to open a new mail
message view.

Seachlinc | [T o ec
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— »
—————\

D | M | add Hemove | Infomation | Closelist<< | Save Group

2

If the Address List is not visible, click Address List.

3 Double-click the users you want to send mail to.
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4 To open a mail message view, click Mail.

Tips

¢ Users you specified are listed in the To, CC, and BC boxes in the

item view.

Using Frequent Gontacts

Use the Frequent Contacts tab in the Address Book to access your most
frequently used or most recently used entries. When you use an entry in a
message, the entry is copied to the Frequent Contacts address book if the book’s
options are set to do so. You can view the date and time you last used an entry
and the number of times you have used it.

Once an entry is placed in Frequent Contacts, it remains there until you delete it
from Frequent Contacts. The entry also remains in its original address book.

You can use Frequent Contacts Properties to decide which addresses to capture
(if any) from either received or sent items, and how long you want addresses to
remain in the address book before deleting them.

Using Frequent 1 Open an item view.

Contacts to Address
Items

N

Click Address.

If the Frequent Contacts tab is not displayed, click File » Open Book *
Frequent Contacts » OK.

¥4 Address Book
Fle Edt View Addess Help
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Search List
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4 If the To, CC, and BC boxes are not visible, click Address List at the bottom
of the Address Book.

5 Click To » double-click the names you want as primary recipients of your
message > click CC » double-click the names you want as carbon copy
recipients * repeat for blind copy recipients » click OK.

Tips

*  When you begin typing a name in the To, CC, or BC box, Name
Completion searches the Frequent Contacts address book, the
current address book, and the system address book, provided they
are listed in the Name Completion Search Order dialog box. When
Name Completion finds the person you want to send a message to,
you can stop typing,.

*  You can remove address book columns or display other columns of
information about entries. See Displaying Different Information in
the Address Book under Using the Address Book.

¢ The Frequent Contacts address book can be closed, but it cannot be

deleted.

Setting Frequent 1 Click the tab of your Frequent Contacts book.

Contacts Properties If the tab is not visible, the book is not open.
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2 Click File » Properties > click the Options tab.
Frequent Contacts Properties H
General  Options l Sharing]

" Auta-zaving off

[ Save addresses of items that are received
[~ From esternal sources [Intermet)
™ From internal sources

™ Qrily if my name or 10 is in the 'To:' figld

W Save addresses of items that are sent
W To external sources [Intemet)

V' Tointemnal sources

[ Delete addresses not referenced within time period

Time period: |6 il Months ¢| Delete Mow |

Select the options you want.

4 To delete names from this book, select the Delete Addresses Not Referenced
within Time Period check box » type a number in the Time Period box »
click a time period from the drop-down list (from hours to years) » click
Delete Now to remove old addresses.

5 Click OK to save your changes and close the Properties dialog box.
or

Click Apply to save your changes and keep the Properties dialog box open.

Tips
+ To open an address book, click File » Open Book * click the
address book * click OK.

¢ To turn off names being placed into the Frequent Contacts address
book, click Auto-Saving Off.

Using Predefined
Filters for the Frequent
Contacts Address Book

126 Using Frequent Contacts

1 If you have not already opened the Address Book, open an item view » click
Address.

2 Click the Frequent Contacts tab.



3 If there is no Frequent Contacts tab, you must open the Frequent Contacts
book. For steps, see Displaying Different Information in the Address Book
under Using the Address Book.

4 Click View » Filter for at Least 3 References.
or

Click View » Define Filter for References * type a number » click OK.

Tips

¢ The number you type is the minimum number of references an
entry must have in order to be included in the filter. A reference is
the number of times you have sent or received items from an entry.

Creating Personal Address Books

A personal address book is one that you create for yourself to fit your particular
needs. You can create, edit, and save any number of personal address books. You
have full rights to add and delete names and address information for any person,
company, or resource you want in your personal address books.

When you create a personal address book, a tab is added to the main Address
Book window. When you create multiple address books, you can include the
same name and address in several books. If the entry is copied from an address
book and you edit the entry’s information in one book, it is updated in all

books.

Personal address books group addresses according to your preferences. You can
include Internet addresses or no address at all for the people you add to your
personal address books. You can send items to all entries in a personal address
book by clicking the To box above the Address List, then clicking Edit » Select
All, or you can create a personal group. If you save a list of people as a group,
you only need to type the group name in the To box of an open send view to
send the entire group a message.

gaza:g:sg;ozﬁrsonal 1 Click ﬁl on the toolbar.
2 Click File » New Book.
3 Type a name for the new book » click OK.
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4 To add names to the new address book, click Add.

'+ Address Book 19 =] B3
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il | |
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5 Click the Entry Type » click OK.

Tips

*  You can copy names from existing address books into your new

address book. See Editing a Personal Address Book later in this

section.

¢ You can share a personal address book with other users. See Serting
Personal Address Book Properties under Using the Address Book.

¢ You can add and modify records in your personal address books.
However, only the system administrator can add and modify records

6 Fill in the fields for the entry.
7 Click OK.

in the system address book.

Deleting a Personal
Address Book
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1 Click &l on the toolbar.




2 Click File » Delete Book.

Delete Address Book HE

Available address books ok

D Cancel

Doug Anderzon

3 Click or Ctrl+click the books you want to delete » click OK » Yes.

Tips

*  You can delete only personal address books.

*  You cannot undelete a deleted address book from the Trash. Once it
is deleted, an address book cannot be recovered.

Editing a Personal In a personal address book, you can add or delete entries, edit existing
Address Book information, copy names from one book to another, or rename a book. You can
also create your own information fields.

Editing Names and Addresses in a Personal Address Book

1 Click % on the toolbar.

2 Click an address book tab » click the name you want to edit.
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3 Click Edit » Edit.

Information for Dale Boman

First name:

IDaIe Last name: |Boman

Dizplay name: IDaIe Boman

Farmat |

Organization: I

Infa |

Department; IGW’ Diocurmentation

Cancel
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Advanced
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E-mail address: Im
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Addiess: | Mailstop; I
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State: ILIt— Camments:  |Primary contact for trademark
information
ZIP code: l—
Country: I—

L]

lx

4 Edit the information » click OK.
Copying Names to a New Personal Address Book

1 Click &l on the toolbar.
2  Open the address book you want to copy.
3 Click File » Save as Book.
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4 Type a name for your address book in the box » click OK.

Y Address Book
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The new address book is represented by a tab with the name you specified.
It is also listed in the list of available address books.

Removing Names from a Personal Address Book

1 Click &l on the toolbar.

2  Click an address book tab » click or Ctrl+click the names you want to

remove.

3 Click Remove > Yes.

After you select names, you can also drag them off the address book to
remove them, press the Delete key, or click Edit » Remove.

Synchronizing Address
Book Entries

You can use Synchronize to make sure that your personal address book entries

match the corresponding entries in the system address book. You can
synchronize an entire personal address book or selected entries only.

For example, you may have a personal address book containing the names of

your contacts in the Marketing department. When the Marketing department

changes buildings and phone numbers, Synchronize saves you from having to

create a new personal address book.

1 Click the tab of the personal address book you want to synchronize.

2 To synchronize an address book, click File » Synchronize » Current Book.

or

To synchronize selected entries, click the entries > click File » Synchronize
» Selected Items. You may also Ctrl+click or Shift+click the entries to select

them.

Creating Personal Address Books
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Setting Personal Address Book Properties

Use the Address Book Properties dialog box to view the properties of each of
your address books (including the system address book). There are three
property tabs in the Address Book, not all of which are visible from every address
book.

The General tab is visible from all address books. Use the General tab to view
the name of the address book, the MAPI service provider (if known), a summary
of what the address book contains, and so forth. You can also use it to add a
description of the address book.

The Options tab is visible only from the Frequent Contacts address book. Use
the Options tab to specify what gets saved in Frequent Contacts and how this
address book should be cleaned up. See Using Frequent Contacts under Using the
Address Book.

The Sharing tab is visible for personal address books for which you are the
owner, including your Frequent Contacts book. Use the Sharing tab to choose
whether or not to share an address book, who to share it with, and which Access
rights each person should have.

You can also share your personal groups or distribution lists by placing them in
an address book you share with others.

Viewing an Address
Book’s Properties

1 Click the tab of the address book you want to view the properties of.
If the tab is not visible, the book is not open.

2 Click File » Properties.
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Frequent Contacts Properties

General |Dpti0ns| Sharingl

3 To view the number of individuals, resources, companies, and so forth, click

Contains.

@ Frequent Contacts

Type: MNovell Personal Address Book
Access: All
Owener: Doug Anderson

Pressl the button to see a summary of this address
book's contents.

Description:
[

-]

Ok | Cancel | Spply |

If the address book is large, this may take some time. The status bar
measures the progress of this operation.

To add or modify a description for the address book, click in the Description
box » type or edit the description.

Click OK to save your changes and close the Properties dialog box.

or

Click Apply to apply your changes and keep the Properties dialog box open.

Sharing an Address
Book with Another User

Click the tab of the address book you want to share.
If the tab is not visible, the book is not open.

Click File » Sharing.

Click the Shared With radio button.

Type the name of the person with whom you want to share the address book
» click Add User.

Name Completion works in the Name box. Begin typing the name, and
Name Completion will complete it.
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5 Click each user's name in the Share List » assign him or her Access rights.

Frequent Contacts Properties HE

General| Options  Shaing |

Click Shared With to share the
book. \r-‘ it sk

by Tipe the name of the user you

Name: 1 want to share the book with.
Sl 4
En e e

Give the person rights for the
shared book. x*"

[ok | conea | |
6 Click OK to save your changes and close the Properties dialog box.

or

Click Apply to apply your changes and keep the Properties dialog box open.

Tips

¢ To remove a user from the Share List, click the user » click Remove
User.

*  When you click OK or Apply, the person with whom you want to share
the address book receives a notification. The Status column displays as
Pending until the user accepts or declines the shared address book request,
then the column is updated to reflect the user's selection.

¢ You cannot share address books across external domains.

Viewing Groups, Organizations, or Resources in the Address Book

Use the predefined filters in the View menu to display only groups, users,
organizations, or resources in an address book.

Address books display all entries by defaule. While all groups, companies, and
resources are marked by icons, finding specific entries in large address books can prove
difficult. A predefined filter displays only the type of entry you are looking for.

There are two predefined filters which apply only to the Frequent Contacts
address book. You can use them to filter all entries with at least the number of
references you specify.
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To view groups, organizations, or resources in an address book,
1 Click % on the toolbar.
2 Click View » click the filter you want to display.

¢ ¢ Address Book M=
Address  Help
Infi i
Movel G et et Cartacts | Doug Anderson | cool |
Search i Define Custom Fiter. Mame Completion Positior: 1 5 cc: | BC
’7 Define Eilter for Aeferences... _
Filber Off
Mam . e Addiess | Department FaxM...| Office F
&mn gy Filter for at Least 3 References W‘”LS-PH -
dandC Filter for Groups L dander
dand Filter for People .l dander .
Dare IS S mond .. IMFORMS D.. 8012
Darrir Filter for Organizations erbios. ... Groupware ... a01-2
I — s0.com.. 7123
Dave 5.0RM... GROUPWIS a01-2
Davic v System Book Links sol@csh
Davic Refresh F§  [T@nov.. GroupWarel . B01-22 801-2
Davidanderson.. 12716797 [T 43 PH]  TntemnetDavid.
Deb Tokarewich  3/25/38[12:29PM)  DTORAREW.P... Doc Services.. B01-86.. 801-8
4l | »
Clase bail | Add. | Remove | Information | ClossList<c | \

3 To return to the non-filtered address book view, click View » Filter Off.

Tips

*  After a filter has been enabled, a black dot appears next to the Filter
option on the View menu and Z[F appears in the upper-left corner
of an address book tab.

¢ The predefined filters, Filter for at Least Three References and
Conlfigure Filter for References, apply only to the Frequent Contacts
address book. They let you filter out entries with less than three
references or let you set the minimum number of references an entry
must have to be included in the filter.

¢ The non-filtered address book displays all users, resources, groups,
and organizations.

¢ The Address Book places icons by resources, groups, and
organizations in all address books:

EEj Resources
'% Groups

_I- Companies
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Finding Items

Use Find to look for items that match the criteria you specify. You can tell Find
where to look (which folders or document libraries, for example), and precisely
which documents or messages to look for. You can save the results in a Find
folder, where you can retrieve them any time you open the folder.

If you use GroupWise® Remote, you can find items in both your Remote and

Master Mailboxes.

Finding an ltem

You may need to click the plus
sign (+) next to your user
Jolder to expand the folder

structure.

1 Click &I on the toolbar.

Find [2]x]
Find |
Ful Text B Ceakine
= ) 2 (5 D oug ndersor]
Groupiwise g 1) gumoa
01 & Jzelynn willsms
From/futhor ¥ O & Mark TALBOT
I— [ 8 Al Libraries
— Item type:
™ Hail ™ Appgintment
I~ Task ™ Phone message
™ Hote ™ Document
— Item source:
™ Regeived [ Posted
™ Sent ™ Draft
~ Date range:
™ Created or delivered betweer:
Fri. spr 26 [ and [Fri. Apr 24
Advanced Find. Reset
¥ Find only official document versions

2 To search for specific text, select Full Text or Subject in the first drop-down

list » type what you are looking for in the box.

3 To search for a name, select From/Author or To/CC in the second drop-
down list » type the name in the box.

4  Select each item type you are looking for » select each item source you are

looking for.

5 To specify a date range, select the Created or Delivered Between check box
» type or select the dates.

6 In the Look In list box, click the folders and/or libraries you want to search

mn.

Finding Items
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7 Click OK.

Tip

*

S

The results of the search are displayed in the GroupWise Find
Results folder, which opens when the search is completed.

Use Advanced Find to make your search more specific. For example,
you may want to search for messages from two or three users at once.
Use Find Text rather than Find to look for text in an item you
currently have open. See Finding Text in Items under Finding Items
in Your Mailbox.

For additional information about finding items, click Help » Help
Topics > the Index tab » type TIPS in the box > press Enter to
open the Find Quick Tips help topic.

Select the Find Only Official Document Versions check box to
locate only the official document version of a document containing
multiple versions.

Your folders and library are marked for search by default with a
check in the box. Folders not marked contain dimmed boxes. To
speed up your search, unmark any folders you don’t want to search.

Saving the Results of a
Find
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1 Click % on the toolbar.
2 Derform a Find. See Finding an Item above.
3 In the GroupWise Find Results dialog box, click File » Save as Folder.

Cieate Find Results Folder

Mame the new folder and set its position in the folder list

Description:

Positian:

Find items that contain Grouptise

[® Doug Anderson -
32 Mailbow
(&) Sent tems Down
T Calendar
i @3 Documents
Task List
“work In Frogress Left
=] Cabinet
(e [P Frasalts Fofde]
1 ~hd i PIC Pl nbarnall =l

¥ Find new mal

{I— R KU

tching items each time the folder is opened

Finish Cancel




4 Type a name for the folder » type a description for the folder » click Up,
Down, Right, or Left to place your folder where you want it to display »
click Finish.

Tips
*  You can update a Find folder each time you open it. Make sure Find
New Matching Items Each Time the Folder Is Opened is selected.

¢ The Find folder Sl s placed in the Cabinet in the Folder List.

¢ To see your Find results at any time, select the folder.

Finding an ltem By
Example

You can look for items, including documents, that match an example you specify
in a field on the Find By Example tab. GroupWise finds all the items with fields
that match the information you specify and displays them in the Find Results
window.You can select any item type (mail message, document, appointment,
task, or reminder note) to search. The fields on the Find By Example tab vary
depending on the type of item you select.

Finding Documents By Example

When you use Find By Example to look for documents, GroupWise searches
your default library. You can specify find criteria for system (document type,
subject, and so on) and custom fields. GroupWise searches one library at a time.

The Find By Example tab is independent of the Find tab. This means
information you specify on the Find tab will not appear in the Find By Example
tab and vice versa.
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1 Click Tools » Find » the Find By Example tab.

Find (2 1]

Find Find by Example |

Item type:

Library: [ORM21LIET [Defaul] B
Document number: I ﬂ
Subject: I
Docurert type: I =
Authar: I
Creator: |
Date created I
Dfficial version I
Curent version: I
Project: I =
Pricrity: | =

L]
¥ Find only official document versions
Cancel

2 In the Item Type drop-down list, click the type of item you want to search
for.

3 Ifyou selected Document in step 3, click the library you want to search in
the Library drop-down list.

In each field, specify the information you want to look for.

Click OK to begin the Find.

Tips
*  You can click Revise Find in the Find Results window to modify
your search criteria and redo the find.

Finding a Document 1 Click File » New » Document Reference.

and Creating a T

Reference to It in Your 2 Click Find.

Mailbox 3 Click Full Text in the first drop-down list to search both the document
properties and the document content, then type the text you want to find.

or

Click Subject in the first drop-down list to search just the document subject,
then type the text you want to find.

4 If you know the name of the author of the document, click From/Author in
the second drop-down list » type the name.
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In the Item Type group box, click Document.

If you want to search all versions of the document, click Find Only Official
Document Versions to deselect it.

7 In the Look In list box, click the folders and libraries where you want to
search for the document.

Click OK to begin the Find.
In the GroupWise Find Results dialog box, click the document for which

you want to create a document reference * click OK.

GroupWise creates a document reference in the current folder.

Tips
¢ The GroupWise Find Results dialog box only displays the
documents to which you have at least View rights.

Looking for Multiple
Words in Items Using
Advanced Find

Click &l on the toolbar.
Click Advanced Find.

Select a field in the first drop-down list » click an operator » type or select a
condition.

«w N

Advanced Find
Eilter

Include entries where ...

Ok I
Cancel
=R End —I
{Bssigned Date Clear |
[uthor =
—Created
D ate Dpened

Rl

Document Type
ltem Status
lterm Type

[Size

15 ublect

2l Figlds.
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Click OK if your filter is complete.
or

Click the last drop-down list * click And, Or, Insert Row, or New Group to
add more filter criteria » add more criteria for your filter » click End from
the last drop-down list » OK.

Tips

¢ The results of the search are displayed in the GroupWise Find
Results dialog box, which opens when the search is completed.

¢ Find searches all folders and libraries selected in the Look In box. To
narrow your Find, deselect unnecessary folders and libraries.

¢ Use Find Text rather than Find to look for text in an item you
currently have open.

¢ Click Delete Row in the last drop-down list to remove a row from
your filter definition. You cannot delete a one-row filter.

¢ Click Insert Row in the last drop-down list to make your filter more
specific. Additional rows narrow your search criteria even further.
For example, to search for items from John Smith that were carbon-
copied to Mary Jones, the first row searches for John Smith. The
second row searches for Mary Jones.

Using More than One
Group of Rows in an
Advanced Find
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1

Follow Steps 1-3 in Looking for Multiple Words in Items Using Advanced Find

above.

Click the last drop-down list » click And, Or, Insert Row, or New Group to

add more filter criteria » add more criteria for your filter.

Click End from the last drop-down list » OK.

Tips

¢ Click New Group in the last drop-down list to create a new row for
a filter whose first group of rows contains several parameters for one
column. For example, to create a filter to display all opened items
from John Smith and Mary Jones, click From in the first drop-down
list » the = Matches operator > type John Smith as the parameter
» click Or in the last drop-down list. A second row appears. Click
From in the first drop-down list » click the = Matches operator »
type Mary Jones as the parameter » click New Group. Click Item
Status in the first drop-down list » click the [] Includes operator
» click Opened in the third box > click OK.



Narrowing an Advanced
Find Using Filter
Operators

When you click Advanced Find, the Advanced Find dialog box appears. Select

the operator from the Operator drop-down list box “_=| The list of available
operators changes depending on the selection you make in the first box. Some
operators, such as [], have two or more distinct names. While the name may
change, the purpose of the operator remains the same. For example, the []
operator in the table below finds all items containing John in the From box or
including a Sound file in the Attachment List. Click All Fields to see a list of all
available fields, including user-defined fields.

Table of Operators

Operator

[] Contains

-> Begins With

-> Within

<- Previous

= Matches, Equal To,
Equal To Field, On

! Does Not Include, Not
Equal To, Not Equal To
Field

< Before,Less Than, Less
Than Field

<= On or Before, Less
Than or Equal To, Less
Than or Equal To Field

> After, Greater Than,
Greater Than Field

>= On or After, Greater
Than or Equal To,
Greater Than or Equal
To Field

Include

All items containing the
condition

All items whose first
text begins with the
condition

All items falling within
a range starting from a
certain day forward

All items falling within
a range previous to a
certain day

All items that equal the

condition

All items except the
condition

All items less than the
condition

All items less than or
equal to the condition

All items greater than
the condition

All items greater than or
equal to the condition

Examples

From{[]John,
Attachment List[]Sound

Authori->Karen

Created->5 Day
(created within 5 days
of today)

Created <-5 Day
(created 5 days or fewer
previous to today)

Cc=Jill, Document
Creator=]Ferguson,
Retrieved
Date=Tomorro

Item Status!Opened,
Number Accepted!5

Retrieved Date<Today,
Document
Number<1000

Retrieved
Date<=Yesterday, Total
Recipients<=10

Retrieved Date>This
Week, Version
Number>4.0

Retrieved Date>=This
Month, Number
Replied>=7
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Finding Text in ltems

Use Find Text to search for a string of text in an item you are reading or sending.
GroupWise searches only the text in the Message box or in an attachment that is
open in the Viewer. You can also search for text in the QuickViewer. To find
multiple words, or to search in multiple items, use Find in the Tools menu.

Finding Text in an Item

1 Open an item.
2 Click Edit » Find Text.

3 Type the text you want to search for in the Find What box.

Find
Find what: Imain
I~ Match whole word arly Cancel |

™ Match caze

4 Click Find Next to search for the text you typed.

Tips
¢ To search for items that contain specific text, use Find in the Tools
menu. See Finding Items under Finding Items in Your Mailbox.

Filtering

If your Mailbox contains many items, you might have a difficult time finding
certain items. Filter lets you display items according to specific criteria. For
example, a filter can display only items that have a certain word in the subject.
You can also use a filter to hide items that you want to get out of your way.

Filter does not actually move or delete items; it displays certain items based on
the criteria you specify. Filters you create affect all folders. Once you clear the
filter, all the items reappear.

Displaying or Hiding
Items in Your Mailbox
Using Filter
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1 Click a folder (such as Mailbox, Trash, or a folder you have created).

Filters affect all folders. By clicking a folder, you can see the filter results
immediately.

2 In the lower-right corner of the Main Window, double-click



3 In the first drop-down list, click the field you want to filter. For example,
click From if you want to display items from a specific person. See
Understanding Filter and Rule Fields later in this section for more

information.
Filter 2]
Eilter
Include entries where ...
Cancel
L 3 [ | | End + Q
thazighed Date Clear
iwithor _—I
—|Created
[1ate Opened
Deliverad
Ciocument Type
ltern Status
Item Type
Size
Subject
2l Figlds...

4 Click the operator drop-down list []_=| » click an operator. See Using Filter
and Rule Operators later in this section for more information.

5 Type the criteria for the filter.
or
If provided, click the drop-down list » click an existing criteria.

If you type criteria, such as a person’s name or a subject, you can include
wildcard characters such as an asterisk (*) or a question mark (?). Text you
type is not case-sensitive. See Using Filter and Rule Wildcard Characters and
Switches later in this section for more information.

6 Click the last drop-down list » click End.
or

Click the last drop-down list » click And or Or to narrow your filter by
adding more filter criteria. See Narrowing Your Filter later in this section for
more information.

Tips

* Read the text in the dialog box beginning with “Include entries
where...” as you create your filter. This summarizes how your filter
will work.

E‘FIF' indicating that a filter is active.

*  The filter icon changes to

+ To cancel the filter, click ii:' » Clear Filter.
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Displaying or Hiding
Items in Your Calendar
Using Filter

Click the Appointments, Reminder Notes, or Tasks List in a calendar view.
In the lower-right corner of the calendar view, click _:&E » Filter.

In the first drop-down list, click the field you want to filter. For example,
click From if you want to display items from a specific person. See
Understanding Filter and Rule Fields later in this section for more
information.

Click the operator drop-down list ﬁl » click an operator. See Using Filter

and Rule Operarors later in this section for more information.
Type the criteria for the filter.

or

If provided, click the drop-down list » click an existing criteria.

If you type criteria, such as a person’s name or a subject, you can include
wildcard characters such as an asterisk (*) or a question mark (?). Text you
type is not case-sensitive. See Using Filter and Rule Wildcard Characters and
Switches later in this section for more information.

Click the last drop-down list » click End.
or

Click the last drop-down list » click And or Or to narrow your filter by
adding more filter criteria. See Narrowing Your Filter later in this section for
more information.

Tips

¢ Read the text in the dialog box beginning with “Include entries
where...” as you create your filter. This summarizes how your filter
will work.

¢ The filter applies to all lists in the calendar view. For example, if you
click the Reminder Notes List in Step 1 above, the Appointments
and Tasks Lists are also affected by the filter.

*  The filter icon changes to iﬂ:_ indicating that a filter is active.

* To cancel the filter, click iﬂ:' » Clear Filter.

Using an Existing Filter

146  Filtering

1

In the lower-right corner of the Main Window or Calendar View, click

» Filter.



2 Click the Filter pull-down menu » Open.

List Filters [ 2]
Mame: Drescription:
= oK
Dl Priority is High = o |
" Cancel |
acation
Delets |

¥ Put on menu

3 Click the filter you want to use » OK.

Tips
+ Ifyou’ve recently used a filter, you can select it by clicking View »

Filter » the filter. GroupWise lists the four most recently used
filters.

Clearing a Filter 1 In the lower-right corner of the Main Window, click » Clear Filter.

Tips

*  You can also right-click an item’s subject in the filtered view, then
click Clear Filter.

*  After you've cleared a filter, the icon in the lower-right corner of the

Main Window changes back to _:HE
*  If the filter is saved, you can use it again by clicking View > Filter »
Edit/Create » Filter » Open.

Deleting a Filter

-t

In the lower-right corner of the Main Window, double-click
2 Click the Filter pull-down menu » Open.

3 Click the filter you want to delete » Delete.

Saving a Filter 1 In the lower-right corner of the Main Window or Calendar View, click

» Filter.

2 Specify the filter criteria.
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3 Click the Filter pull-down menu > Save.

Save Filter EHE
Save Az Description:
ISchwinn Subject contains 'Schwinn Homegrovn A

Contract’ Cancel |
¥ Put on menu LI
Mame: Dezcription:
From contains ‘Trale’ ;I
High Pricrity
Wacation
I

4 ‘Type a name in the Save As box * click OK.

Tips

¢ To access a saved filter, click Filter » Open in the Filter dialog box.

¢ The Name box in the lower portion of the Save Filter dialog box lists
all the filters you have saved. You can click any existing filter name
and see its description in the Description box.

¢ Filters are not saved to a file on a drive; they are saved to your user
database along with your mail messages, Options settings, and more.

Narrowing Your Filter
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You may want to limit your filter further by specifying additional criteria. Each
filter criteria is displayed in a separate row. The last button on each row lets you
expand your filter criteria. The ways to add and delete rows to narrow your filter
are explained below.

And
Creates a new row. The filter will display items that match the conditions in each
row joined by And.

Or

Creates a new row. The filter will display items that match the conditions in
cither row joined by Or. The items don’t have to match the conditions in both
rows.

Insert Row

Inserts a new row below the current row and pushes the remaining rows down.
Insert Row is useful if you’ve already created a filter, and you want to add more
criteria in the middle.



Delete Row
Removes the current row from the filter.

New Group

Begins a new group of rows. You can then join the groups by an And or Or. If
two groups are joined by And, the items must match all conditions in both
groups. If two groups are joined by Or, the items must match all conditions in
either group, but not necessarily both.

End
Designates the last row of conditions in the filter. If you select End in a row that
is followed by other rows or groups, the subsequent rows and groups are deleted.

Using Filter and Rule
Wildcard Characters
and Switches

You can use the following wildcard characters and switches to narrow your filter
or specify rule conditions. These are available in the Filter dialog box and the
Define Conditions dialog box only when you’ve selected certain fields that
require you to type additional text. For example, if you select the Subject field,
you are required to type text that appears in the Subject box. Also, these wildcard
characters and switches are applicable only when you select the [] Contains
operator.

List of Wildcard Characters and Switches

Wildcard What the Filter or Rule Will Match

Character(s) and

Switches

AND, &, ora All items that meet two or more conditions. For
space example, mountain & goat, mountain AND goat,

and mountain goat all find items containing the
words “mountain” and “goat.”

OR or | All items that meet one of two or more conditions. For
example, mountainigoat and mountain OR goat
both find items containing “mountain” or “goat” or
both words.

NOT or! All items containing one condition but not the other.
For example, mountain ! goat and mountain NOT
goat both find items containing the word “mountain”
but not the word “goat.” Items that contain both are
not included.

All text found within quotation marks. For example,
“mountain goats” finds all items containing the

« . » . .
phrase “mountain goats.” This does not work with
documents or document references.

? Matches any one character. For example, jo?n finds all
items containing the word “john,” “joan,” “join,” and
so on.

Filtering 149



Wildcard
Character(s) and
Switches

*

INOCASE
(default)

/CASE

/WILDCARD
(default)

/INOWILDCARD

What the Filter or Rule Will Match

Matches zero or more characters. For example,
mountain* finds all items containing the words
“mountain,” “mountains,” “mountainous,” and so on.

Items containing a specific word, regardless of case.
For example, INOCASE ZOO finds both “Zoo” and

Z00.

Items that exactly match the case of a specific word.
For example, /CASE Zoo finds “Zoo” but not “zoo.”

Items containing the search terms where * and ? are
treated as wildcard characters. For example,
/WILDCARD jo?n finds “john”, “joan”, and “join.”
Items containing the search terms where * and ? are

treated as characters. For example, INOWILDCARD
jo?n finds “jo?n.”

Using Filter and Rule
Operators
drop-down list.

Operator
= Equal To
! Not Equal To

< Less Than

<= Less Than or
Equal To

> Greater Than

>= Greater Than or

Equal To
= Equal to Field
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The following table explains the operators you can use when creating a filter or a
rule. The available operators depend on the field you have selected in the first

Example Result Includes

Item Type = Mail

Only mail messages

Item Type! All item types except

Appointment appointments

Number Accepted <4 Items in which fewer than
4 recipients accepted

Number Accepted <= Items in which 4 or fewer

4 recipients accepted

Number Read > 6 Items that more than 6

recipients read

Number Read >= 6 Items that 6 or more

recipients read

Items in which the number
of recipients that accepted
equals the total number of
recipients

Number Accepted =
Total Recipients



Operator
! Not Equal to Field

< Less Than Field

<= Less Than or
Equal to Field

> Greater Than Field

>= Greater Than or
Equal to Field

[] Includes

! Does Not Include

[] Contains

-> Begins With

= Matches

Example

Number Read !
Number Accepted

Number Opened <
Total Recipients

Number Opened <=
Total Recipients

Number Opened >
Number Deleted

Number Opened >=
Number Deleted

Item Status []
Completed
[tem Status ! Accepted

From [] Bill

To > cli

Subject = customer
reports

Result Includes

Items in which the number
of recipients who read the
item is not equal to the
number of recipients who
accepted

Items in which the number
of recipients who opened
the item is less than the
total number of recipients

Items in which the number
of recipients who opened
the item is less than or
equal to the total number
of recipients

Items in which the number
of recipients who’ve
opened the item is greater
than the number of
recipients who’ve deleted
the item

Items in which the number
of recipients who've
opened the item is greater
than or equal to the
number of recipients
who’ve deleted the item

Items which have been
completed

Items which have not been
accepted

Items in which the From
field contains “Bill” such as
items from Bill Jones, Bill
Smith, and so on. Contains
does not support wildcard
characters.

Items in which the To field
begins with “cli” such as
“Client Group” or “Clive
Winters”

Items in which the Subject
line reads “Customer
Reports”
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Operator
=On
>= On or After

> After

< Before
<= On or Before

-> Within

<- Previous

= On Date

> After Date

>= On or After Date
< Before Date

<= On or Before
Date

Example
Created = Today

Created >= Yesterday

Created > Yesterday

Due/End Date <

Tomorrow

Due/End Date <=

Tomorrow
Due/End Date -> 3
Day

Due/End Date <- 3
Day

Created = 5/29/99
Created > 5/29/99
Created >= 5/29/99
Created < 5/29/99

Created <= 5/29/99

Result Includes
Items that were sent today

Items that were sent
yesterday or later

Items that were sent later
than but not including
yesterday

Tasks that are due before

tomorrow

Tasks that are due

tomorrow or earlier

Tasks that are due between
and including today and
three days after today

Tasks that were due
between and including
today and three days before
today

Items that were created on
May 29, 1999

Items that were created

after May 29, 1999

Items that were created on

or after May 29, 1999

Items that were created
before May 29, 1999

Items that were created on
or before May 29, 1999

Understanding Filter
and Rule Fields
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Field Name
Assigned Date

Attachment List

day.

Types of attachments
such as files, sounds,

movies, or OLE objects.

The following table explains many of the fields available to you when you’re
creating a filter or a rule; however, it does not include user-defined fields.

This Field Refers to:

The start date of a task.
This is the date the task
begins appearing on your
Calendar. This date does
not change when your
task is carried forward a

Field Criteria Entry

Depending on the
operator, you can specify
a time period, select a
period of time that the
task falls within, or
specify an exact date.

Select an attachment
from the drop-down list.



Field Name

Attachments

Author

BC

Caller’s Company
Caller’s Name
Caller’s Phone

Number

CC

Copy Type

Created

Current File

Current Location

This Field Refers to:

Attachments containing
certain text or phrases

that you specify.

The name of the person
who authored a
document.

Text appearing in the BC

box of an item.

Text appearing in the
Caller’s Company box of

a phone message.

Text appearing in the
Caller box of a phone

message.

A phone number
appearing in the Phone
box of a phone message.

Text appearing in the CC

box of an item.

The type of message a
user receives (To, CC, or

BC).

The date you clicked the
Send button. Also refers
to the date you posted a

posted item to your
Calendar.

The name of a document
in the staging directory
when the document is
opened or checked out.
(The staging directory is a
temporary directory
where GroupWise stores
documents while you
have them open.)

The pathname to the
staging directory when
the document is opened
or checked out.

Field Criteria Entry

Type attachment text.

Type the document
author’s name.

Type a BC recipient

name.

Type a company name.

Type a caller name.

Type a phone number.

Type a CC recipient

name.

Select To, CC, or BC
from the drop-down list.

Depending on the
operator, you can specify
a time period, select a
period of time that the
item falls within, or
specify an exact date.

Type a document name.

Type a staging directory
pathname.
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Field Name
Date Opened

Delivered

Document Creator

Document Number

Document Type

Due / End Date

Filename Extension

From

Item Source

Item Status

This Field Refers to:

The date a document was
last opened.

The date and time that
the item appeared in the
recipients’ Mailboxes.

The name of the person
who created the
document.

The number of a
document.

The type of a document
in the library such as a
form, expense report,
memo, and so forth.

The date that a task is
due, or the end date and
time of an appointment.

The filename extension of
a document in a library.

The name of a person in
the From box of an item.

Whether the item was
received, sent, posted, or

a draft.

Whether an item has
been accepted,
completed, opened, read,
marked private, or is

hidden.

Field Criteria Entry

Depending on the
operator, you can specify
a time period, select a
period of time that the
document falls within, or
specify an exact date.

Depending on the
operator, you can specify
a time period, select a
period of time that the
item falls within, or
specify an exact date.

Type the document
creator’s name.

Type an integer.

Type a document type.

Depending on the
operatot, you can specify
a time period, select a
period of time that the
task or appointment falls
within, or specify an
exact date.

Type a filename
extension (for example,

.DOCQ).
Type the From box

name.

Select the item source
from the drop-down list.

Select the item status
from the drop-down list.



Field Name
Item Type

Library
Message

Message Class

Number Accepted

Number Completed

Number Deleted

Number Opened

This Field Refers to:

Types of items such as
mail messages,
appointments, tasks, and
so on.

The library in which

documents are stored.

Text appearing in the
Message box of an item.

Other items such as
forms, custom messages,

and C3PO™s.

The number of recipients
that have accepted an
item you’ve sent.

The number of recipients
that have completed an
item you’ve sent.

The number of recipients
that have deleted an item
you've sent.

The number of recipients
that have opened an item
you’ve sent.

Field Criteria Entry

Select the item type from
the drop-down list.

Select the library from
the drop-down list.

Type part or all of the
Message box text.

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Accepted Equal
to Total Recipients.

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Completed
Equal to Total
Recipients.

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Deleted Equal
to Total Recipients.

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Opened Equal
to Total Recipients.
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Field Name
Number Replied

Opened By

Place

Priority

Send Options
Size

Started

Subject

Task Category

Task Priority

To
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This Field Refers to:

The number of recipients
that have replied to an
item you’ve sent.

The name of the person
who last opened this
version of a document.

Text appearing in the
Place box of an
appointment.

The priority of an item.
The priority can be high,

standard, or low.

Items with a reply
requested send option.

The size of an item
including its atctachments.

The start date of a task.
When a task is carried
forward to the next day,
the start date becomes the
new date.

Text appearing in the
Subject box of an item.

The alphabetical priority
of a task (A, B, C, and so
on).

The numerical priority of
a task (1, 2, 3, and so on).
A person’s name

appearing in the To box

of an item.

Field Criteria Entry

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Replied Equal
to Total Recipients.

Type a name.

Type part or all of the

Place box text.

Select the priority from
the drop-down list.

Select the option from
the drop-down list.

Type an integer.

Depending on the
operatot, you can specify
a time period, select a
period of time that the
task falls within, or
specify an exact date.

Type part or all of the
Subject box text.

Type a single letter.

Type an integer.

Type a To box name.



Field Name

Total Recipients

Version Created
Date

Version Creator

Version Description

Version Number

Version Status

View Name

This Field Refers to:

The total number of
recipients of an item.

The date a specific
version of a document
was created.

The name of the person
who created this version
of a document.

The description of the

document version.

The version number of
the document.

The current status of a
document.

The name of the view in
which you’re creating or
reading an item. The
view names correspond to

the names displayed when

you click the down-arrow
next to the item view
buttons on the toolbar.

Field Criteria Entry

Depending on the
operator, you can type
an integer or select a
variable from the drop-
down list. For example,
Number Accepted Equal
to Total Recipients.

Depending on the
operator, you can specify
a time period, select a
period of time that the
document falls within, or
specify an exact date.

Type the document
creator’s name.

Type a document
version description.

Select the version from
the drop-down list, or
click Select Version and
specify the version
number.

Select a status from the
drop-down list.

Type a view name.
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Managing Your Documents in GroupWise

GroupWise® Library lets you manage all your documents from your Mailbox. In
GroupWise, your documents display as items in your Mailbox and folders along
with your mail messages, tasks, appointments, and so on.

& GroupWise - Mailbox M= B
Fle Edi Yiew Actions Tooks Window Help
JDisplay Received ltems - JQ& ala| =l =5 izl =10k
[ Doug frderson | From | Subject [ Date
< A7 e “Anderson, David  Reservations (o Oakland  04/22 4:07 PM
""" Sent tems =] Tioy Monney  Papcheck information 04722 4:12 PH
E‘*'E”da' 51 Mak Presley Humor 04722 413 PM
_____ Dot £ KalicJensen Y| Headlines 04722 14 PH
8 otk In Progiess ) il Shepherd  Documen! Status  04/22 418 FH
- ] Catinet B Loreen Franzor Starting a new job  04/22 4:20 PM
Double-click the document B8 Corol Wooll  Information for share 04722 4:22 PM
[=l¢ Steve Johnson  Check this document 04722 444 PM
rfference to open the Dougdnderson  Proposal 104/22 4:49 PH
. 5  Doug Andersor Department Mesting  04/23 12:00 P
document. The icon shows 2 Lunch & Golf 04/24 1200 P
which application the
document was created in.
all [Selected: 1 [Totat 11 ZE

You can select a document reference to create, delete, check out, check in, open,
move, or copy the corresponding document.

In addition, GroupWise Library makes it easy to maintain multiple versions of a
document, determine who has access to a document, and share a document with
others.

Storing Documents in
Libraries

In GroupWise, all of your documents are stored in a library. GroupWise assigns
a unique number to each document. This number identifies the document and
makes it easy to find. You can look up a document in GroupWise Library by its
document number much like you can look up a book in a library by its catalog
number.

In each library, the documents are compressed and encrypted. This saves disk
space and maintains the security of documents because it makes it impossible to
view the contents of documents outside of GroupWise.

Before you can access any of the documents in a library, you must first have
rights to the library. Your system administrator determines which people have
access to each library.

Once you have imported or created a document in the GroupWise Library, you
can only access that document from GroupWise. This keeps your documents
secure. If you need to share the document with a user who does not have access
to GroupWise, you can attach the document reference to a mail message and
send it to that user, or you can click File » Save As to save the document in an
external file, outside the GroupWise Library. In either case, the file is not
updated with any changes made to the document in GroupWise and is not
controlled by the sharing rights assigned in GroupWise.
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Specifying a Default Library
The default library is where all your documents are stored, unless you specify a
different library, and where Find searches for documents by default.

1 Click Tools » Options » double-click Documents.
2  Click the library you want to use as a default.

3 Click Set Default » click OK.

Understanding

Document References

The document items that appear in your Mailbox (and other folders) are called
document references. These document references are links to the actual
documents in the library.

4 GroupWise - Mailbox M= B
e Edt Yiew Actions Iook Window Help

=2 Y R R R R
(%) Geoa Eagar
& 87 ko] Wmunn Tab Desi 05/024:23 PM
[y Sent ltems ik Phelps Mark's list of enhane 05/02425FPM 4] ey
~ @[ Calendar @’—ngmm
""" - \T;;:j':;,mgms # GeaiaEagar  Cool Solutions HTML 05/02 457 PM

- B Cabinet 3 Cool Solutions HTML  05/02 4:56 PM
...... T Teosh iﬁ Georja Eagar Fress Release ; @5
4 »

=l [Selected: 1 [Totak 33 =F 4

|- @D

From Subjec!

Document references are created when you create a new document, import a
document, copy a document, select a document from the results of a Find, or
click File » New » Document Reference.

You can select a reference to check out, check in, open, view, copy, or delete the
corresponding document. Multiple document references can point to the same
document. For example, each employee in a company could create a reference to

the employee handbook.

Sharing Document References with Other Users

If you are the author of a document or if you have share rights to the document,
you can post the document reference in a shared folder and make it available to
all users who have access to the folder. In addition, you can attach document
references to send the document reference to another user.

Document References and Remote

If you use Remote, updating your Remote Mailbox always gives you all of the
document references, unless you choose to have none. You can use the document
references to retrieve copies of the documents into your Remote Mailbox.

Specifying Document

Properties

Every document in GroupWise must have a set of attributes associated with i,
such as the author’s name, the creation date, and the document type. These
actributes are called document properties. The document property information is
used for finding and categorizing documents.
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You can use the Document tab in Properties to view version information for the
specific version of a document, view the document activity history, and control
sharing of the document with other users.

Document 60611

Document ]\u"erswon] Sharing] Activity Log]

Library:

Document number:
Subiject:
Document type:
Authar:

Creator:

D ate created:
Official versior:

Current wersion:

ORM2-1-LIBT
B0611

|Document

| Dioug Anderson
Doug Anderson
04/22 4:43 PH

1

1

= |m

Status: Available

()3 | Cancel |

You can determine which fields display on the Document tab in Properties and
customize their size and order using the options in the Library Setup Properties
dialog box. To open this dialog box, click Tools » Options » double-click

Documents *> click Properties.

Specifying a Default Value for a Document Properties Field
A default value is information (author, subject, and so on) that is automatically
inserted in the corresponding document property field for every document you
add to the selected library.

You can specify default values for the document property fields that can be
edited. The default values are used when you create a new document or import a

document into the selected library. If no default values have been specified for

Author and Document Type, GroupWise uses the creator’s name as the author
and Document as the Document Type.

1

2
3
4

Click Tools » Options » double-click Documents.

Click the library for which you want to specify default values.

Click Properties * click the Document Defaults tab.

Click a field » type the default value. For example, you could type your
name as the default value for the Author field.
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5 Click OK.

Tips

*Field names that are indented under another field are related to that
field. For example, the “parent” field might be project name and the
“child” fields might be the sub-project names. If you want to specify a
default value for a child field, you must first specify a default value for its
parent field.

Understanding Document Types

Document type is a required property field for all documents in a GroupWise
Library. When you create a document in GroupWise you must select a
document type. The document type determines the life of the document in days.
By default, a document’s life is 365 days; however, your system administrator
can specify a document life as long as 2.1 billion days.

When a document expires the document type determines whether the document
is archived, deleted, or retained.

Document expiration is based on inactivity. For example, if a document’s life is
365 days, the document won’t be archived or deleted until 365 days have passed
since the last time it was viewed or opened. You can prolong the life of a
document that is close to its expiration date by viewing or opening the
document. This resets the document’s expiration date.

Creating Documents
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When you create a document in GroupWise, you are adding a document to the
library. You can also add documents to the library by importing, copying, or
checking in an existing document.

When you create a new document using File » New » Document, GroupWise
prompts you to select a template for the document. You can use an application’s
template, a GroupWise template, or a file on disk as the foundation for your new
document.

Templates Description

Application Templates ~ You can select an application to create a document
based on the application’s template file. The
Applications list box lists all the applications that
are registered as having templates in your
Windows® registry file.



Templates Description

GroupWise Templates ~ You can select GroupWise templates to use a
document in the library as the foundation of a new
document. You can store documents (such as
memos or expense reports) in GroupWise and
assign them a document type of template. All the
documents in the library with a document type of
template (that you have rights to) appear in the
Templates Library list.

Files as Templates File templates are documents that are not in the
library. You can select a file anywhere on your
system and use it as a foundation for a new

document.
Creating a Document 1 Click File » New » Document.
Using a GroupWise
Template

" Select an application
’ Cancel |

i Select a file

Templates library:

ORMI-1-LIBT [Default) j
I il
Library where document will be stored:
|ORM1-1-LIBT Defaul) =l

2 Click Select a GroupWise Template » select a template in the list box.

To select a template from a different library, click the library in the drop-

down list.
3 Click OK.
Mew Document EHE
Document subject:
[—
H

[~ Open this document now QK I Cancel | Properties... |

4 Type the subject of the document » click OK.
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To specify additional information about the document, such as author name
or document type, click Properties after you type the subject.

5 Double-click the document reference in the current folder to open the new
document.

Tips

¢ You can click Open Document Now to immediately open the
document.

¢ When you’re in your Remote Mailbox, you can’t see the values that
are available for custom fields in your Master Mailbox. For example,
if your system administrator defined a custom field called Client,
you can select a client name from a list of values when you’re in your
Master Mailbox, but when you’re in your Remote Mailbox, the list
of values does not display. As a result, you have to manually enter
the client name.

Creating a Document 1 Click File » New » Document.

"i"::::ghatg“e asa 2 Click Select a File.

Mew Document HE

" Select an application
™ Select a Groupwise template
Cancel |

Enter filename:

Library where document will be stored:
JORM1-1-LIBT [Defaul) =l

3 Type the name of the file you want to use as a template for the new
document.

You can also click the Browse button to find the file.
4 Click OK.
Type a subject.

To specify additional information about the document, such as author name
or document type, click Properties after you type the subject.

6 Click OK.
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Creating a Document
Using an Application’s
Template

You can create a document using an application’s default template. For example,
you can select Word to create a new Word document, or you can select
WordPerfect to create a new WordPerfect document.

1 Click File » New » Document.
2 Click Select an Application > click the application you want to use as a
template in the Applications list box » click OK.
3 Type a subject for the document.
To specify additional information about the document, such as author or
document type, click Properties after you type the subject.
4 Click OK.
Tips
* The Applications list box contains all the applications that are
registered as having templates in your Windows registry file.
Making Any Document 1 Click the document reference in your Mailbox.
a Template 2 Click File » Properties.
3 In the Document Type box, type template » click OK.

Tips
¢ All documents with the document type of Template appear in the
Templates list in the New Documents dialog box.

Creating a Reference
to a Document

If a document already exists in the library, you just create a reference for it in
your Mailbox.
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1 Click File » New » Document Reference.

Select Document

Folders: Available Documents:

@ Doug Anderson
Y e
(&) Sent ems
[ Calendar
+-(&) Documents
Task List
Waork In Progress

_Subject

+- (5] Cabinet

| |
Library: Document #: Wersian:
ORM2-1-LIET [Default =] [Foet1 [Curent =l

0K | Cancel | Firc |

2 In the Library drop-down list, click the library that contains the document
you want to access.

In the Document # box, type the document number.

4 In the Version drop-down list, click the version you want the document
reference to point to.

5 Click OK.

Tips
¢ Ifyou don’t know the number of the document, click Find on the
Select Document dialog box to use Find to locate the document. To

add the document displayed in the Find results to your Mailbox,
click the document » Edit » Move/Link to Folder.

Organizing Your Documents

Your document references are organized in the Documents folder so you can
locate them easily. This folder is a system folder and cannot be deleted. The first
time you start GroupWise 5.5, three things will happen:

* The 20 most recent document references from your Work in Progress folder
will be moved to the Documents folder.

+ If you have more than 20 document references in your Work in Progress
folder, the oldest document references will be deleted.

+ If you already had a folder named Documents, it will be renamed More
Documents.
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* Any document references you create or open will be added to the Documents
folder; if you so specify, any document references you view or import will

also be added.

* You can also specify that none of these actions adds a document reference to
the Documents folder. The Work in Progress folder will no longer contain
any document references automatically.

The Documents folder can contain only documents. If any other type of item is
moved to this folder by a non-GroupWise 5.5 client (for example, from an older
version of GroupWise Remote), the item will eventually be deleted as described

below.

The Documents folder will contain, by default, your 20 most recent document
references. You can change this number from 0 to 5000 document references.
Once the maximum number is reached, an additional document reference added
to the Documents folder will cause the oldest document reference to be deleted.
You can also delete document references from the Documents folder manually.

Find Folders
The Documents folder has two Find folders. Authored contains document
references for all the documents which you are the author of.

& GroupWise - Mailbox

File Edt View Actions Tools Window Help
J Displey | Received Items 5| J @l&l qsl %‘H‘%H i | i EI EI - % |
Doug Anderson ‘ Fram | Subject | Date | =
@ﬁ e “Anderson, David” <d:  Reservations to Dakland 04/22 4:07 PM
() Sert ltems E Ty Monney Paycheck information 04422 412 PM
@ Calendar £ Mark Presley Humar 04/22 413 FPM
@ D°°:m[:”“ 4 £ KatieJensen Fil Headlines 04/22 414 PM
% Dot Libtary £ Bil Shepherd Documen Stlus 04722 418 PM
27 Task List B Loeen Franzoni Starting a new job 04422 4:20 PM
47 Work In Progress B CarolWoolf Information for shareholers 04422 4:22 PM
F-4¥ [F] Cabinet ﬁ# Doug Anderson Proposal 04/22 4:49PM
(5 Robert Anderson Funny 04423 809 AM
=] Today Movell Review 401[k]) Account | 04723 10:02 A
[=]# David Anderson Will you please edit this  04/23 10:03 A
& Proposal 04/2310:31 AM
[roug Anderson Department b eeting 04/231200PM  —
[=]# Pam Tomes Fwd: FY1 0472312209 P
3 DarinYandenBos Moving update 04423 224 PM |
A&l

|Selected: 1

|Tatal: 16

=

Default Library contains document references for all the documents you have
access to in the default library. You can change or delete the Author and Default
Library folders. You can create other document Find folders according to your
needs. For example, you can create a Find folder for a specific library, subject,
author, or document type.
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Specifying When 1 Right-click the Documents folder » click Properties.
Document References 2 Click the D b
Al'e Added to the 1ck the Documents taD.

Documents Folder

Documents Properties H E3

General] Display Documents l

The Documents folder displays the last several documents that pou have
touched az a uger. You may determine how many of those documents are to be
dizplayed and when they are to be added to this folder.

Once you reach the document display count, each time a new document is
added to this folder the oldest document will no longer be displayed

Document display count: [ 5'

Actions that add documents to the folder
[" Create [ Open [ Wiew [ Impart

()8 | Cancel |

3 Select the check boxes to indicate which actions will add document
references to the Documents folder.

Tips

¢ Selecting View as an action will place any document reference in the
Documents folder that were viewed with the Viewer, not with the
QuickViewer.

¢ Ifyou leave all the check boxes unchecked, no document references
will be placed in the Documents folder.

¢ By default, the Create and Open actions are checked. This means
document references will be placed in the Documents folder when
you create or open them.

Changing the Maximum 1 Right-click the Documents folder > click Properties.
Number of References 9 Click the D b

in the Documents ick the Documents tab.

Folder
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3 Type a number in the Number of Documents to Display box.

Tips

* Ifyou don’t want any document references placed in the Documents
folder, type 0.

¢ The maximum number you can specify is 5000.
Once the maximum number is reached, an additional document
reference added to the Documents folder will cause the oldest
document reference to be deleted.

Importing Documents into a GroupWise Library

You can import documents created outside of GroupWise into GroupWise
Library using the Import Documents wizard.

Specifying Files to
Import

When you specify the documents you want to import, you can select individual
files, or you can select one or more folders and import all the documents in those
folders. This makes it easy to import large numbers of documents without
having to select each document individually.

Importing Folders

When you import a folder, GroupWise imports the documents in the folder;
however, GroupWise does not import the folder itself or the folder structure.
The folders aren’t imported because documents in GroupWise Library are not
stored in a folder structure, and so the folders have no meaning in the library.

When you import documents in a folder, you can specify whether you want to
import all, some, or none, of the documents that are contained in the folder’s
sub-folders. In addition, you can specify which types of files, such as Word or
WordPerfect, you want to import by specifying the file extensions in the File
Name Filter box.

Choosing an Import
Method

By default, GroupWise performs a Quick Import and copies the documents you
specify into your default library. If you want to have more control over how your
documents are imported, deselect the Quick Import check box. This lets you
perform a custom import.

When you perform a custom import you can specify the following information:

¢ Whether you want to copy or move the documents into the library.
¢ The filename and location of a log file for import status messages and errors.

¢ The library where you want to store the documents.
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¢ Whether or not you want to create document references in a folder. If you
create document references, you can specify the folder in which to store
them.

+ Whether you want to specify document properties for each document
individually or have GroupWise create document properties using the
default values.

* Whether or not the current filenames will be used as part of the document
subject.

Importing Documents 1 Click File » Import Documents.
Using Quick Import

Select Files to Import

Files ta impart:

Add Individual Files... Add Entire Directory...

¥ Quick import [Recommended)
Copiez documents to your default library and creates document
references in the folder pou specify.

| | Cancel |

2 Click Add Individual Files » select the files you want to import > click OK.
(To select multiple files to import, Ctrl+click each additional document.)

or

Click Add Entire Directory * select the folder or folders that contain the

documents you want to import.

Type a file extension, such as *.doc or *.wpd, in the File Name Filter box if
you want to import specific types of files from the selected folder or folders »

click OK.
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3 Click Next.

Create Document References

™ Hmport without dizplaying documents in a folder

&+ Dizplay documents in folder

Select folder for document ieferences:
O & Mailbox
(B Sertltems
[ Calendar
=[] (&} Documents
[T Authared
(&) Default Library
Task List
O “wiork In Progress
-1 [ Cabinet
2] ~MAPISP(Intenal)
O£ gwmag =

< Back | Mext » | Canicel |

L

4 If you want GroupWise to create document references for each document,
click Display Documents in Folder » click the folder where you want to
store the document references.

or

If you do not want to create document references, click Import without
Displaying Documents in a Folder.

If you don’t create document references during the import, you can create
them later using File » New » Document Reference.

5 Click Finish to begin the import.

GroupWise copies the documents into the specified library and creates a
document reference for each document in the Cabinet folder.

Tips

*  You can also import a document by dragging it from a window or
your desktop to a GroupWise folder.

* To remove a file from the Files to Import list, click the file »
Remove Files.

Importing Documents 1 Click File » Import Documents.

Using Custom Import Click Add Individual Files > select the files you want to import » click OK.
(To select multiple files to import, Ctrl+click each additional document.)
or
Click File » select the folder or folders you want to import.
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Type a file extension, such as *.doc or *.wpd, in the File Name Filter box if
you want import specific types of files from the selected folder or folders »
click OK.

3 Make sure Quick Import is deselected.
4 Click Next.

Import Method

Impart method

Novell.,

" Move files into Group'wise

™ Store all status and error messages in a log file so that import can
1un without stopping.

\

< Back Mest > | Cancel |

5 Click Copy Files into GroupWise to place a copy of the files in the library
and leave the original files in the source location.

or

Click Move Files into GroupWise to move the files into the library and
delete the original files from the source location.

6 To save any import errors in a log file, click Store All Status and Error
Messages in a Log File » specify a filename.

7 Click Next.

Select Library

Select Librarny:

ORM2-1-LIB3
ORM2-2-LIB1
ORM2-3-LIBT
ORK3-1-LIET
ORM3-3-LIET
ORME-1-LIBT

< Back Mest » | Cancel
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8 Click the library you want to store the documents in.

9 Click Next.

Create Document References

" Hmport without dizplaying docurnents in a foldes

N Ove I I ® % Dizplay documents in folder

Select folder for document ieferences:
O & Mailbax
[T Serntltems
M Calendar
=1 @3 Diocurents
(&) Authored
(@) Default Library
Task List
O ‘wiork In Progress
= ] Cabinet
O E] “MAPISP(ntemal]
CIC] qwrnag =l

< Back | Mexts | Cancel |

L

10 If you want GroupWise to create document references for each document,
click Display Documents in Folder > click the folder where you want to
store them.
or
If you do not want to create document references, click Import without
Displaying Documents in a Folder.

11 Click Next.

Set Document Property Options

" Prompt for properties of each document individuallé

N Ove I I ® ¥ Set properties using default values
Modity Default ¥ alues. ..

¥ Use current filename as the document subject

< Back | Hest » | Cancel
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12 To specify properties for each document you are importing, click Prompt for
Properties of Each Document Individually.

or

To have GroupWise specify properties based on the default property values
specified in Document options, click Set Properties Using Default Values.

13 If you want to specify different default values for this import session only,
click Modify Default Values » specify the values » click OK.

14 Click Next.
15 Click Finish to begin the import.

Sharing Documents

When you create or import a document in GroupWise you can specify whether
you want to share the document with other users. If you share a document, you
can specify which users or group you want to share the document with and what
rights each user will have. In addition, you can specify which sharing rights, if
any, you want GroupWise to automatically apply to all the documents you
create.

When you create a new document, GroupWise inserts <General User> and
<Creator> in the Share List. By default, general users (all users with access to the
library) do not have any rights to the document and the author and creator have
full rights to the document. You can use the <General User> entry to grant the
same rights to all users who have access to the library, and you, assuming you're
the author of the document, can use the <Creator> entry to limit the rights of
the creator.

For example, say that your secretary creates several blank performance review
documents in the library, one for each employee in your team, and specifies you
as the author of each document. This gives you full rights to each document
because you're the author; however, this also gives your secretary full rights to
each document because he created them. Of course, you don't want your
secretary to be able to read everyone's performance reviews, so you could use the
<Creator> entry to remove your secretary's rights to the performance review
documents.

Specifying Users Who
Can Share the
Document

174 Sharing Documents

You can use the options on the Sharing tab in Properties to give sharing rights to
a document. You can use one of the following methods to give sharing rights:

* You can click Not Shared to prevent other users from viewing, editing, or
deleting the document.

* You can click Shared With to select specific users and groups and specify
sharing rights for each user or group.



When a user tries to access a document, GroupWise checks the rights of the
individual user. If the user doesn’t have rights to the document, GroupWise
checks for any rights the user inherits as a member of a group. If the user
doesn’t have rights to the document as a member of a group, GroupWise
checks the rights given to <General User>.

* You can click Shared With and then click Version Level Security to give
users different rights for each version of the document.

Specifying Default
Sharing Rights for
Documents

If you typically share your documents with the same user or groups of users, you
can use the Sharing Defaults tab to specify default sharing rights for all the
documents you create. Once you have specified default sharing rights,
GroupWise applies these rights to every document you create or import into the
library.

If you don't specify any default sharing rights, the documents you create or
import are not shared, which means that only the author and the creator have
rights to the document.

Default sharing rights only apply to the documents you create in the selected
library. If you create documents in multiple libraries, you must specify default
sharing rights for each library.

1 Click Tools » Options > double-click Documents.

2 Click the library for which you want to specify default sharing rights.
3 Click Properties » the Sharing tab.

4 Click Shared With.
5

In the Name box, type the name of the user or group you want to grant
rights to » click Add User.

Click a user or group in the Share List.

Select the check boxes for the rights you want to grant to the selected user or
group.
8 Click OK.

Default Sharing Rights and Proxy

If a proxy creates a document in your Mailbox, the new document receives the
default sharing rights the proxy specified in his or her Mailbox, not the default
sharing rights you specified in your Mailbox.

Default Sharing Rights and Remote

You can specify default sharing rights in your Remote Mailbox; however, the
default sharing rights you specify in Remote only affect the documents while
they are stored in your Remote Library.
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Specifying Users’ You can give users rights to view, edit, delete, or share a document. When you

Rights to the Document  give users rights to share a document, they can put the document in a shared
folder. You can also give users rights to modify the security settings for a
document. To have Modify Sharing rights, a user must also have Edit rights. The
rights you specify are for all versions of a document. If you want to specify
different rights for each version of a document, click the Version Level Security
button.

When you grant users Edit or Delete rights, GroupWise automatically gives
them View rights to the document. If users don’t have View rights, they can’t
see the document in the results of a Find.

Giving a User Rights for 1 Click the document reference in your Mailbox.

All Document Versions 2 Click File » Properties.

3 Click the Sharing tab.

Document 58770 EHE
Documentl “ersion  Sharing |Activity Logl

" Mot shared
% Shared with

(e fdd User |
[E
Bemove Uzer |

Share lizt:
Uszer Mame | Security |
<General User Acocessy Denied
<Creator Acocessy “igw, Edit, Del, Shr, Mo
Suzan Salgy Wievy, EQIt Shr |

"Hights for all versian:

W View W Edt [~ Delete M ™ Modify security ‘

Wergion Level Security...l

ak I Cancel

4 Click Shared With.

5 In the Name box, type the name of the user or group you want to grant
rights to » click Add User.

6 Click the user’s name in the Share List » select the check boxes for the rights
you want to grant to this user.
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7 Click OK.

Tips

*  Users must have Share rights to put the document reference in a

shared folder.

Giving a User Rights to
a Specific Document
Version

1 Click the document reference in your Mailbox.
2 Click File » Properties.

3 Click the Sharing tab.

4 Click Shared With.

5

rights to » click Add User.

In the Name box, type the name of the user or group you want to grant

6 Click the user’s name in the Share List » click Version Level Security.

Version Level Security HE

Designate the security options for the selected name(s] on a version level

Dfficial version: W diewe [ Edt [~ Delete [~ Shae
LCument version: W %iew [~ Edt [~ Delete [ Shae
Other versions: WV View [~ Edit [~ Delete [~ Shae

()3 | Cancel |

7 Select the check box for each right you want the user to have for the version

type * click OK » OK.

Tips

*  You must be the author or the creator of a document to grant access

rights, or the author or creator of the document must grant you

rights to modify security for the document.

*  Users must have sharing rights to put the document reference in a

shared folder.

Giving Users Rights to
Modify the Sharing
Settings for a
Document

Click the document reference in your Mailbox.

1

2 Click File » Properties.
3 Click the Sharing tab.
4 Click Shared With.
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5 In the Name box, type the name of the person or group you want to grant
Modify Security rights to » click Add User.

6 Click the user’s name in the Share List » Modify Security » OK.

Tips
¢ You must be the creator or author of a document to grant rights to
modify security settings.

Preventing Other Users 1 Click the document reference in your Mailbox.
from Accessing Your 2 Click File » Properties.

Document
3 Click the Sharing tab.

Document 58770 EHE

Documentl Yersion Sharing |Activity Logl

" Shared with

ame; Add [ser
[El
. Eemayve zer

Share list:
Uszer Mame | Secuity |
<General ser Accessy Denied
<Creator Accessy Yiew, Edit, Del, Shr, Mo
Todd Purser Wiew

Eighits far all version:
’7 ¥ wiew  TlEdt T Delete [=| Share T Modity securit,

Wersion Level Seculity...l

oK I Cancel

4 Click Not Shared » OK.
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Viewing the History of a Document

You can use the Activity Log to view the activity history for a document. The
Activity Log displays the date and time an activity occurred, the name of the user
who performed the activity, the type of activity (opened, checked out, deleted,
shared, and so forth) and the document version affected by the activity.

You can display the activities associated with the selected version of a document,
or you can display the activities associated with all versions of a document. The
most recent document activities display at the beginning of the list.

Document activity is also logged when you’re using GroupWise Remote;
however, you can only view remote activities from the activity log in your
Remote Mailbox.

Viewing the Activity
Log for Deleted
Documents

When you delete a document, GroupWise keeps a copy of the activity log for
that document. This makes it possible for you to view the events that took place
before the document was deleted. In addition, the system administrator can use
this information, specifically the blob filename, to restore specific versions of
deleted documents.

Viewing the Activity of
a Document

1 Click the document reference in your Mailbox.
2 Click File » Properties.
3 Click the Activity Log tab.

Document 57108 [ 2]
Document | Wersion I Sharing Activity Log |
% Show selected version £ Show all versions
Activity log:
MNarne: Action Wersion | &
i [ : Ttz il
03/253:49 A Dioug Anderson Wiewed 1
03/20 210 PM Dale Boman Viewed 1
0312 5:00 PM Arne Fritz Dowrloaded Y 1
03127107 PM Arne Fritz Dowrloaded Y 1
(03/04 3:36 PM Susan Jarvis Viewed 1
0113 17:05 PM Rod Riga: Viewed 1
12/08 2:31 P Jaelyrn Wwillams Wiewed 1
12/04 2:00 PM Dale Boman Wiewed 1
11727 2236 PM Dale Boman Viewed 1
11727 353 4M Dale Boman Viewed 1
11727 353 AM Dl Boman Viewed 1
11727 357 AM Dale Boman Viewed 1
11/25 3:34 PM Diale Boman Wiewed 1
11/25 2:38 PM Diale Boman Wiewed 1
11/25 237 PM Dale Boman Wiewed 1
11721 3:40 PM Drale Boman Viewed 1 =
11471 1-3R PM Mark Tal ROT Viewad 1
{l b
.

Any document activity appears in the list box (check out, check in, delete,

and so forth).
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Viewing Who Has a
Document Open or
Checked Out

1 Click the document reference in your Mailbox.
2 Click File » Properties.

Click the Activity Log tab to view who has the document open or checked
out.

Tips

¢ You can also view who has a document open on the Version tab. To
do so, click the document reference > File » Properties » Version.

¢ To view document activity, you must have View rights for the
selected document version.

Ghecking Out Documents

Use Check Out when you want to lock the documents you are working on for
extended periods of time. For example, you can use Check Out to lock
documents you want to work on when you are at home or away from the office.

When a document is checked out, it is locked in the library and other users can’t
modify it; however, they can view it if they have View rights. GroupWise copies
the document to the check-out location you specify. The document remains
locked in the library until you check it back in.

IMPORTANT: You don’t need to use Check Out to lock a file every time you
edit it. When you open a document, GroupWise marks the document as In Use,
and it can’t be edited by other users until you close it.

You can select one or more documents to check out in the Main Window, and
you can specify a different filename for each document you check out. In
addition, you can specify a default check out location in the File Location tab in
Environment options.

Checking Out a
Document
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Click Report Filename
Conflicts if you to be warned
when another file in the check-
out location has the same
filename.

2 Click Actions » Check Out.

Check-Out HE

Check-out method: Check-Out
Check o copy docurnen Clase
Bemave

Selected documents:

‘e 1: Con ions HTML document

Checked-out filename
|243571 doc

Chesked-out location:
[=ND DwS TEMP =

I¥ Rieport filename conflicts

3 In the Checked Out Filename box, type a filename for the document.

By default, GroupWise inserts the document number as the check-out
filename. If you don’t specify a different filename, make a note of the
numbered filename so you can locate your checked-out document.

4 In the Checked Out Location box, type the path to the location where you

want to store the checked-out document.

5 Click Check-Out.

Tips

¢ Users can view the checked-out document in the library if they have

View rights.

* Changes you make to the checked-out document do not appear in
the document in the library until you check the document back in or

update it.

*  Other users who have Edit rights cannot edit the document while it

is checked out.

*  Select Report Filename Conflicts if you want GroupWise to warn
you if another file in the check-out location has the same filename.

Checking Out Multiple
Documents

1 In your Mailbox, Ctrl+click the document references for the documents you

want to check out.

2 Click Actions » Check Out.

3 In the Selected Documents list box, click a document reference.

Checking Out Documents
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4 In the Checked Out Filename box, specify a check-out filename.

By default, GroupWise inserts the document number, version, and extension
as the check-out filename. If you don’t specify a different filename, make a
note of the filename so you can locate your checked-out document.

5 Repeat Steps 3 and 4 until you have specified check-out filenames for each
document.

6 In the Selected Documents list box, Ctrl+click all the documents you want
to check out.

7 Click Check Out.

Tips

¢ While the document is checked out, users who have View rights can
look at the copy of the document in the library.

¢ Select Report Filename Conflicts if you want GroupWise to warn
you if another file in the check-out location has the same filename.

Viewing All the 1 Click Actions » Check In.

gg:ga‘:dn:]surou Have 2 Click Show All Checked-Out Documents in Selected Library.
Check-in methad:
ICheck in and move document j
Check-in as: ﬂl

IEhecked out version j Bemove |

nis to be checked-in:

ThL document
Wer 1: Cool Solutions HTML document

—List of document:
™ Show griginal list

1 Show all checked-out documents in selected library

Select library: (L]

Checked-out location and filename:

C:WwINDOWSATEMPA2435-C doc Browse... |

Tips
*  You can select a different library in the Select Library drop-down list
to see the documents you have checked out in that library.
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Updating a Checked- You can have GroupWise update a document in the library with any changes
Out Document Without  you have made to the checked-out document without checking in the document.
Checking It In Use Update Without Check In if you are still in the process of editing a

document but want to allow other users to view the changes you have made.

1 In your Mailbox, click the document reference for the document you want
to update in the library.

2 Click Actions » Check In.

Check-In [ 2] ]

Check-in method: Check-ln
IEhEEk in and move document
i LCloze
Bemave

Check in and copy document
Check in only

Update without checking in
Documents to be checked-in:

[Curient]: Cox

~ List of document:
& Show original list

™ Show all checked-out documents in selected lbrary
Select library: [ORM1-1-LIET [Default) d

Checked-out location and filename:

IC W MO D/SHTEMPY2435-Codoc Browse

3 Click the Check In Method drop-down list » click Update without
Checking In.

4 Click Update.

Tips
* To update multiple documents, Ctrl+click the document references
in your Mailbox.

Use Check In to check in documents you have checked out. When you check in
a document, the document is unlocked in the library and other users can modify
it.

You can check in individual documents, or you can check in multiple
documents. The documents you check in can be in any location.
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If one or more checked-out documents are selected when you click Check In,
GroupWise displays the selected documents in the Documents to be Checked In
list box. If no checked-out documents are selected, GroupWise displays a
warning and then displays all the documents you have checked out in the list.

There are four check-in methods.

Check-In Method
Check In and Move

Check In and Copy

Check In Only

Update Without Checking In

What It Does

Moves the document to the library and
deletes it from the check-out location.

Copies the document back to the library
and leaves a copy in the check-out location.

Checks in the document but does not
update the document in the library with any
changes you made to the checked-out
version.

Updates the document in the library with
any changes you have made, but does not
unlock the document.

When you check in a document, you can specify which version you want the
document checked in as. There are three possible versions:

Checked-Out Version  Updates the version of the document that you are
checking in.

New Version Creates a new version of the document.

New Document Creates a document and lets you specify new
document properties for it.

Checking in a
Document and Leaving
a Copy in the Check-
Out Location
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2 Click Actions » Check In.

Check-In EHE

Check-in method: Checkdn
: = Lloze
Checked aut version j Remove

Diocuments to be checked-in:
[Current]: Cool 5 nz HTML document

Check-in as:

r— List of document:
4 Show original list

" Show all checked-out documents in selected library
Select libran: [ORM1-1-LIET [Default) j

Checked-out location and filename:

IC:\WINDDWS\TEMP\2435-C.CIDC Browse

3 Click the Check In Method drop-down list > click Check In and Copy
Document.

4 Click the Check In As drop-down list > click a version.

In the Checked Out Location and Filename box, specify the path and
filename of the document you are checking in.

6 Click Check-In.

Tips

* To check in multiple documents, Ctrl+click while you click the
documents in the Documents to Be Checked In list box.

+ To remove a document from the Documents to Be Checked In list,
click the document » click Remove.

Click the document reference in your Mailbox.
Click Actions » Check In.

Click the Check In Method drop-down list.
Click Check In Only.

Checking in an
Unchanged Document

W N =
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5 Click Check In.

Tips

¢ GroupWise checks in the document without saving changes made
while the document was checked out.

¢ To check in multiple documents, Ctrl+click while selecting the
documents in the Documents to Be Checked In list box.

Checking in a
Document and Deleting
It from the Check-Out
Location

Click the document reference in your Mailbox for the document you want to
check in.

Click Actions » Check In.
Click the Check In Method drop-down list » click Check In and Move

Document.
Click the Check In As drop-down list > click a version.
In the Checked Out Location and Filename box, specify the path and

filename of the document you are checking in.

Click Check In.

Tips

¢ To check in multiple documents, Ctrl+click while you select the
document references in your Mailbox.

+ To remove a document from the Documents to Be Checked In list,
click the document » click Remove.

Checking In a
Document and Making
It a New Version
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In your Mailbox, click the document reference you want to check in and
make a new version.

Click Actions » Check In.
Click the Check In Method drop-down list *» click a check-in method.
Click the Check In As drop-down list » click New Version.

In the Checked Out Location and Filename box, specify the path and
filename of the file you are checking in.



6 Click Check In.

Tips
¢ To remove a document from the Documents to Be Checked In list,
click the document » click Remove.

Deleting Documents

When you delete a document from one of your folders, you can specify whether
you want to remove the document reference from the folder, the selected version
of the document, or all versions of the document. You can delete any document
reference in your Mailbox or folders; however, to delete a selected version or all
versions of a document, you must have Delete rights. See Sharing Documents
under Creating and Working with Documents for more information about
document rights.

When you delete the document from the folder, the reference is removed from
the folder, but the document remains in the library. When you delete the
document version, the selected version of the document is removed from the
library and the document reference is removed from the folder. When you delete
all versions of the document in the library, all versions of the document are
removed from the library and the reference is removed from the folder.

When you drag a document reference to the Trash folder, the document
reference is deleted, but the document in the library is not deleted.

Deleting Documents According to Document Type

You can delete documents in your folders, or you can let GroupWise
automatically delete documents which have exceeded their defined document
life. GroupWise removes documents based on the document type assigned to the
document on the Document tab in Properties. Each document type has an
expiration date and a expiration action associated with it. The system
administrator defines the expiration date and action (delete, archive, or retain)
when he or she creates the library.

Deleting Groups of
Documents

You can delete a group of documents using the Mass Document Operations
wizard. To delete a group of documents, you must have Delete rights to each
document, or you must have Manage rights and be a librarian for the library. For
more information see Managing Groups of Documents under Creating and
Working with Documents.
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Deleting a Document 1 Click the document reference in your Mailbox.
from Your Mailbox 2 Click Edit » Delete.

Delete HE
-
" Delete selected version from library
. ¥ Cancel |
" Delete all versions of document from library

3 Click Remove Document from Folder » OK.

Tips
¢ The document in the library is not deleted, and any users with

references to the document can still view, open, edit, or delete i,
depending on their rights.

Deleting a Specific 1 Click the document reference in your Mailbox.
Version of a Document 2 Click Actions » Version List.

B Document HE0E11 Version List - Proposal H=E3
Eile Edit Wiew Actions Toolr MWindow Help
Dispiey [Version List ems 7] || B3| S | B = | || ol 1] = 3|29
Versiond | Ver Description Yer Date
% riginal 04722 TA5FM
Y 2 Cool Solutions HTML revision 2 04/2210:31 AM
Find results updated at 10:38 Ak on Thu, Apr 23, 1358 Selected: 1 Tatak: 2

3 Click the version you want to delete.

4 Click Edit » Delete.

Deleting All Versions 1 Click the document reference in your Mailbox.
of a Document
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2 Click Edit » Delete.

& Document #2435 Version List - Cool Solutions HTML document
Eile  Edit “iew Actions Took Window Help

= E3

= SN N RR T

Versionet | Ver Dieseription | verDate

B Griginl 0502 456 PH
= 2 Cool Solutions HTML document, revigion 2 05/02 4:57 PM
3 Cool Solutions HTML document, final 06402 4:57 PM

\F\nd results updated at 10:02 AM on Fri, May 9, 1337 |Selected: 1 |Tolal: 3

=

3 Click Delete All Versions of Document from Library > click OK.

Tips

*

You can click Remove Document from Folder to remove a

document reference without deleting the corresponding document.

Gopying Documents

You can copy documents and their properties to create similar documents.
Copying a document creates a new document in the library.

When you copy a document you can specify how you want to create document
properties for the new document. You can specify properties manually for the
document, or you can have GroupWise create properties for you using the values

in the original document.

Copying Groups of Documents

You can copy groups of documents using the Mass Document Operations
wizard. To copy a group of documents you must have View rights to each
document, or you must have Manage rights and be a librarian for the library. For
more information see Copying Groups of Documents under Managing Groups of

Documents.

Copying a Document

1 Click a document reference in your Mailbox.
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2 Click Actions » Copy Document.

Copy Document EHE

Select library to copy to:
OFRM1-1-LIBT [Default]

& Manually sst properties for each document

 Automaticaly set properties using default values

oK I Cancel |
3 Select the method you want to use to create a property sheet for the
document.
4 Click OK.

Copying a Documentto 1 Click the document reference in your Mailbox.

Another Library 2 Click Actions » Copy Document.

3 Select the library to which you want to copy the document in the Select
Library to Copy To drop-down list.

4  Select which method you want to use for creating document properties »

click OK.

Tips
¢ The information in the system fields (Document Type, Author, and
Document Subject) is copied with the document to the new library.

Saving Documents

You can use Save As to save documents outside of GroupWise Library. Save As
lets you create a copy of a document outside of the library; however, when you
use Save As, any changes you make to the saved document are not updated in the
library.

Saving Items as Documents

You can save any of the items in your Mailbox as a document in the library.
Items are saved in WordPerfect 5.1 format. For more information see Saving
Items in Your Mailbox under Managing Your Mailbox.
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Saving Changes to a
Document's Contents

To save changes you have made to the contents of a document, use the Save
feature in the corresponding application.

The Save feature in your application functions differently depending on whether
you are using an integrated or a non-integrated application.

Saving Documents in Non-Integrated Applications

If you are using non-integrated applications (all Windows 3.1 applications and
many Windows 95 applications), you can’t save the document as a new version
from the application. To create a new version of the a document, you must
create the new version before you open the document. To make sure your
changes are saved in the library, don’t rename the document when you save it
from within the application.

Saving Documents in Integrated Applications

If you are using an integrated application (such as WordPerfect 7 or Word 7),
GroupWise can integrate the document management features with the
application’s Save As feature. When you select Save As in the application, you
have the option of saving the document as a new version in GroupWise Library.
In addition, you can select the GroupWise folder you want to save the document
in.

Saving Documents
Outside of the
GroupWise Library

1 Click the document reference in your Mailbox.

2 Click File » Save As.

Save HER

Ikems to save;
Cloge

—|SavE to Disk ji
Save file as;
IF’rnpnsaI
Current directary,
[EAHOVELL Grougwise Browse...
¥ Eeport file name conflicts

3 In the Save File As box, specify a name for the document.

4 Click Browse * specify the path to the location where you want the
document saved » click OK.
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5 Click Save.

Tips

¢ Ifyou need to share documents with users who do not have access to
GroupWise, you can attach the document reference to a mail
message and send it to them, or you can use Save As to make a copy
of the document outside of the library.

Opening Documents

192 Opening Documents

When you double-click a document reference in your Mailbox or folder,
GroupWise opens the document in the associated application. You can then edit
the document. If you only have rights to view the document, you can open the
document two ways: you can open the document as a read-only file in the
application, or you can open the document in the GroupWise viewer.

GroupWise sets the status of the selected version as In Use while you have it
open. This status locks the selected document version and prevents other users
from editing it while you have it open. When you exit the document, the In Use
status is removed and the version is unlocked.

If you want to lock a version of a document for multiple editing sessions, use
Check Out. Check Out lets you copy the selected version of a document to
another location, and it remains locked until you check it in.

Opening Read-Only Documents

If you don’t have Edit rights to a document, you can open a read-only copy of
the document in an application. This makes it possible for you to see graphics
and layout elements which may not display correctly in the GroupWise viewer.

If you have Edit rights to a document, read-only documents are also a useful way
to view a document if it is marked In Use or if it is checked out.

You can only open one read-only document at a time in each application.

Opening Documents in Non-Integrated Applications

If you are using non-integrated applications (most Windows 3.1 applications,
MS DOS applications, and many Windows 95 applications), GroupWise copies
the document back to the library when you close the application, not when you
close the document.

Opening Documents in Integrated Applications

If you are using an integrated application (such as WordPerfect 7 or Word 7),
GroupWise can integrate the document management features with the
application’s Open and Save As feature.



When you select Open in the application, a dialog displays all the available
document references in your Mailbox. You can select a document reference to
open the document, or you can click the Select Document Using Application
Dialog button to use the application’s regular Open dialog box.

Opening Documents in GroupWise Remote

If you are using GroupWise Remote, you must manually mark the document
version as In Use when you retrieve it from your Master Mailbox. When you exit
the document, Remote prompts you to clear the In Use status.

Opening Documents

1 Double-click the document reference in your Mailbox.

Tips
* Ifyou do not have access to the application the document was

created in, GroupWise prompts you to specify an application. You
may be able to open the document in a related application.

Opening Multiple
Versions of a
Document

1 Click the document reference in your Mailbox.

2 Click Actions » Version List.

EN Document #60611 Version List - Proposal [_ O] x]
File Edit “iew Actions Tools ‘window Help

JDisp\ay Version List Items - J = N % v o ."Eg uﬁl EI M
[ [ ersion# | Ver Description [ Ver Date |
% K

Qriginal 04,22 4:49 PM
ﬁ 2 Cool Solutions HTML revision 2 04/2310:37 A

|Find resuits updated 2t 10:45 AM on Thu, Apr 23,1998 |Selected: 1 [Tatal: 2 =iy 4

3 Select the versions you want to open in the Version list box.
4 Click Actions » Open.
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Storing Multiple Versions of a Document

You can store multiple versions of a document in GroupWise. Each document
reference in your Mailbox points to a single document version. You can view
information about a specific version of a document on the Version tab in
Properties. You can manage (open, check out, check in, and so forth) document
versions in the Version List dialog box. There are three categories of document
versions in GroupWise:

Current Version
The most recent revision of the document.

Official Version

The version you designate as official. When you designate an official version, you can
grant users different access rights to the official version than you grant them to all other
versions of the document. For example, you can grant all users rights to view the
official version of the employee handbook, but grant only yourself rights to view and
edit all other versions of the handbook. If you do not specify an official version of the
document, the current version is considered to be the official version. In the Item Lis,
a star displays next to the document reference for the official version.

Specific Version

A version of a document that is referenced directly by its version number. In the
Item List, the number symbol (#) displays next to the document reference. You
can grant different access rights for each version of the document. For example,
you can grant all users on your system View rights to the official version and
grant specific users View rights to the current version.

Creating a New Version
of a Document

1 In your Mailbox, click the document reference for the document you want
to create a new version of.

2 Click File » New » Document Version.

New Yersion EH

Wergion description;

=

H
[ Open document nows aK. I Cancel | FPropertiss |

3 Type a description for this version of the document *» click OK.

Tips

¢ The selected version and its properties are copied to a new version.
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Viewing Version 1 Click the document reference in your Mailbox.
Information for a

Document 2 Click File » Properties > the Version tab.

Document 0611

Document  Wersion ] Sharing] Auctivity Lng]

“ersion 1

Deseription: [Driginal] =
=

Status: Awailable

Creator: Doug Anderson

Date created: 04/22 4:43 PM

Opened by: Dioug Anderson

Date opened: 04/22 4:49 P

Current location:
Current filename:

Expiration date: Thu, &pr 22, 1999
Expiration action: Archive

File extension: fwWPD

File: Size: a4

Status: Available Cancel

Specifying the Official 1 Click the document reference in your Mailbox.
Version of a Document . . . .
2 Click Actions » Version List.

&0 Document #E0611 Vession List - Proposal H=

Fle Edt Wiew Actions Took ‘window Help

Display | Version List Items | @@l Bl @ = s
Versiontt | Vet Deseription Ver Date

S KN i B2 R P

oW e Cool Solutions HTML revision 2 04/23 10:31 AWM

Fird results updated at 10:36.AM on Thy, Apr 23,1333 Selected: 1 Totak 2

3 Click the version you want to mark official.

4 Click Actions » Mark Official Version.

Tips

+ o set the official version, you must have rights to modify security
settings and the system administrator must have given you rights to
set the official version of a document.
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Managing Groups of Documents

Whether you're a user responsible for twenty documents or a system
administrator responsible for thousands of documents, you can use the Mass
Document Operations wizard to efficiently manage groups of documents. Using
the wizard, you can perform all of the following tasks:

* & 6 0+ 0+ o

documents.

Move a group of documents to another library.

Share a group of documents with another user.

Copy a group of documents.

Delete a group of documents.

Assign a group of documents to a new author.

Modify the properties (subject, document type, and so on) of a group of

Preparing for a Mass Before you can perform a mass operation on a group of documents you must

Operation have sufficient rights to the documents. If you have Manage rights, you're called
a librarian, and you can perform the mass document operations on all the
documents in the library. If you're not a librarian, you can only perform mass
document operations on the documents to which you have rights. The following
table shows which rights you must have to perform each operation:

Document Operation

Move

Copy

Delete

Share

Assign documents to a
new author

196 Managing Groups of Documents

Required Rights

Requires View and Delete rights to the
document, or you must be a librarian for
the library. In addition, you must have Add
rights to the destination library.

Requires View rights to the document, or
you must be a librarian for the library. In

addition, you must have Add rights to the
destination library.

Requires Delete rights to the document, or
you must be a librarian for the library. In
addition, you must have Delete rights to
the library.

Requires Modify Security rights to the
document, or you must be a librarian for
the library. In addition, you must have
Change rights to the library.

Requires Edit and Modify Security rights
to the document, or you must be a librarian
for the library.



Modify document You must have Edit rights, or be a librarian
properties for the library. In addition, you must have
Change rights to the library.

Selecting Documents
for the Mass Operation

Before you begin the mass operation, you must specify which documents you
want to include. There are three methods you can use to select documents: You
can select the documents from a dialog box in the Mass Document Operations
wizard. You can select the documents in a folder or your Mailbox before you
open the Mass Document Operations wizard. Or, you can specify the name of a
file on disk that contains a list of document IDs.

Previewing the Results of a Move

When you use Find in the Mass Document Operations wizard to specify which
documents you want to move, copy, delete, or change, you can click the Preview
button (on the last dialog box in the wizard) to see a sample of the documents
that will be moved, copied, deleted, or changed based on the criteria you
specified in Find. This makes it possible for you to review these results and verify
that the criteria are accurate and select the correct documents. If not, you can
return to the wizard and modify the Find criteria to expand or limit the
documents included in the operation.

Using Mass Document Operations in Remote

The Mass Document Operations wizard is not available in your Remote
Mailbox. You can perform the same tasks on individual documents while you’re
in your Remote Mailbox, but not with groups of documents.

Acting as the Librarian
User

The system administrator can give users Manage rights to a library. When you
have Manage rights, you are called a librarian, and you can perform mass
document operations, such as changing document properties, moving
documents, and so on, on all the documents in the library.

The librarian can see and modify all the properties of a document, such as
author, creator, security, subject, document type, and so on, but the librarian
can't see the content of the document. (To see the content of a document, the
librarian must have View rights for that version of the document.) If the librarian
makes any changes to the author or sharing rights of a document, the original
author of the document receives a mail message that notifies him or her of the
change. This prevents the librarian from giving unauthorized users access to a
document.

In addition to modifying the properties listed above, the librarian can also
perform the following actions on all the documents in the library:

¢ Delete a group of documents from the library.

* Move or copy documents to a different library.

*

Change the document properties (author, document type, subject, an so on)
of a group of documents in the library.

*

Change the sharing rights to a group of documents in the library.
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¢+ Reseta document's status.

* Use the GroupWise 3rd-party APIs to generate reports on all the documents
in the library.

Librarian and GroupWise Remote

The librarian can see all the properties of a document from his or her Remote
Mailbox; however, the librarian can't change the author or sharing rights of a
document while he or she is using a Remote Mailbox.

Librarian and Older Versions of GroupWise

If a librarian accesses a library using an older version of the GroupWise Client,
such as GroupWise 5.1 or 5.2, he or she will not have librarian access to
documents, because neither the Manage right nor the librarian user existed in
earlier releases of GroupWise.

Copying a Group of
Documents

You can copy groups of documents using the Mass Document Operations
wizard. To copy a group of documents you must have View rights to each
document, or you must be a librarian for the library. In addition, you must have
Add rights in the library to which you want to copy the documents.

When you copy a group of documents, all versions of the document are copied.
In the destination library, each copy of the document receives a new document
number, but the document retains the same version number that it had in the
source library. For example, if document #458 had a version one, two, and five
in the Marketing library and you copy it to the Sales library, it would become
document #459 (or whatever the next number is) in the Sales library, but it
would still have a version one, two, and five. GroupWise copies all the document
properties, including document activity and custom fields, to the destination
library and stores them with the document; however, the custom fields will not
display in Document Properties if the destination library doesn't contain the
field. When you copy documents, document references are not updated.

Copying One Document ¢ If you want to copy one document, click Copy
Document from the Actions menu.
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Coping a Group of Documents

1 Click Tools » Mass Document Operations.

Mass Document Orperations

Select the operation you want to perform. The operation will sifect al ve;
document

rsions of &

~Operation
" Change properies " Change sharing
© Move £ iCopit
© Delete

1~ Selection method

& |Jse Find/Advanced Find to select documents
" Use Find by Example to select documents
 se surrertly selested dasuments

© Use documents listed in a file

I~ | Biosess erors only

| Erowse

< Bark I MNest > I

Concel |

In the Operation group box, click Copy.

In the Selection Method group box, click Use Find/Advanced Find to Select

Documents » Next.

Look in:

&[Doug Andersor]
%) awmag

() Mark TALBOT
Hd Al Libraries

Author >

—Date rangs ——————————
I Created or delivered between

Thu, &pr 2 [ and [The, 8pr2

Advanced Find... I Beset |
<Back [ We> | Camedl |

Make sure Full Text is displayed on the first drop-down list to search both

the document properties and the document content, then type the text you

want to find.
or

Click the Full Text drop-down list > click Subject to search just the
document subject, then type the text you want to find.
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5 Make sure Author is selected, then specify the name or names of the author
of the documents you want to find.

6 If you want to search for documents that were created or received between
specific dates, select the Created or Delivered Between check box, then
specify a beginning and an ending date.

7 In the Look In list box, select the libraries you want to search.

Click Next.

9 In the Select Library To Copy Documents To list box, select the destination
library » Next.

Select Library

Select library to copy documents to:

ORM1-1-LIET

ORMZ-1-LIBZ
ORM2Z-1-LIB3
ORM2-2LIBT
ORMZ-3LIBT
ORM3-1-LIBT
ORM3-3LIBT
ORMS-1-LIBT

<Back [ News Cancel |

10 Click Preview to see a sample of the documents that will be copied based on
the Find criteria you specified.

GroupWise Find Results

Documents Found,

Name Subject Date e, Docum. Library Id | Folder
= f#4 [DRM21-LIB1-7
Dougandersor  lunch schedule 10/293114aM 1
Dougdndersor  shared folders over 11/07 £16PM 1 Lralal OREM2.0
Dougdndersol  ask the expert bluk 11/19259PM 1 57293 OREMZ.0
Dougdndersol  tip: attachment dou 09704 10:30AM 1 53310 OREM2.0
1
1
1

57063 OREMZ.0

Dougdndersor  GroupComputing Ar - 10403 11:08 AM 53523 OREM2.0
Dougdndersor Surge MTS lssues 10709 3:31 PM 53550 OREM2.0
DougAnderso font from the deskte  10/22 315 PM 53611 OREM2.0

A A

@ “You can click Claose at any time ta exit this Preview

You can click Close at any time in the Find Results dialog box to cancel the
Preview.

11 Specify the directory where you want to save the log file.
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You can click Generate a Log File without Performing the Move Operation
to see the outcome of the move without actually copying the documents.

12 Click Finish to begin copying documents.

Copying a Group of Selected Documents

1

2
3
4

8

Select the documents you want to copy in your Mailbox or folders.
Click Tools » Mass Document Operations.
In the Operation group box, click Copy.

In the Selection Method group box, click Use Currently Selected
Documents » Next.

In the Select Library To Copy Documents To list box, click the destination
library » Next.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Copy Operation
to see the outcome of the copy without actually copying the documents.

Click Finish to begin copying documents.

Copying a Group of Documents Listed in a File

1

2
3
4

Click Tools » Mass Document Operations.
In the Operation group box, click Copy.
In the Selection Method group box, click Use Documents Listed in a File.

Specify the name of the file that contains a list of documents you want to
copy * click Next.

If the file you specify is a log file from a previous copy operation, you can
click Process Errors Only and GroupWise only processes the documents that
generated errors during the previous session.

In the Select Library To Copy Documents To list box, click the destination
library » Next.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Copy Operation
to see the outcome of the copy without actually copying the documents.
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9 Click Finish to begin copying documents.

Tips

¢ You can specify any text file (ASCII or ANSI) as the source file for a
copy operation as long as the file contains a list of document IDs. If
you're creating a file, make sure that each document ID is at the
beginning of a line and that there is only one document per line.

¢ You can also specify the error file from a previous copy operation as
the source file.

Moving a Group of You can move a group of documents to another library using the Mass

Documents Document Operations wizard. To move a group of documents, you must have
View and Delete rights for each document you want to move, or you must be a
librarian for the selected library. In addition, you must have Add rights for the
destination library.

The documents you select for the move operation can be stored in multiple
libraries on different post offices. GroupWise moves all versions of the selected
documents and all document properties, including document activity and
custom fields. If the destination library doesn't contain one or more custom
fields that exist in the source library, GroupWise moves the value for the custom
field and stores it with the document in the new library; however, the value will
not display in Document Properties until the system administrator adds that
custom field to the destination library.

Notifying Authors and Users of Moved Documents

When the move is complete, GroupWise sends a message to you which contains
a list of all the moved documents. In addition, GroupWise sends a message to
the author of each moved document which shows the document's new location.
If a user is the author of multiple moved documents, the message contains a list
of all his or her moved documents and the new location of the documents. Other
users, who are not authors of the document, are not notified that the document
was moved.

GroupWise automatically updates any document references to moved
documents at the end of the move process. However, if a document reference is
attached to a mail message, GroupWise does not update the reference. Instead,
when a user clicks the attached document reference, a message displays that
explains the document was moved and gives the new location of the document.
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Moving a Group of Documents

1 Click Tools » Mass Document Operations.

Mass Document Orperations

Select the operation you want to perform. The operation will sifect al ve;
document

rsions of &

~Operation
" Change properies " Change sharing
= Mave  Copy
© Delete

1~ Selection method

& |Jse Find/Advanced Find to select documents
" Use Find by Example to select documents
 se surrertly selested dasuments

© Use documents listed in a file

I~ | Biosess erors only

| Erowse

< Bark I MNest > I

Concel |

In the Operation group box, click Move.

In the Selection Method group box, click Use Find/Advanced Find to Select

Documents » Next.

Look in:

&[Doug Andersor]
%) awmag

() Mark TALBOT
Hd Al Libraries

Author >

—Date rangs ——————————
I Created or delivered between

Thu, &pr 2 [ and [The, 8pr2

Advanced Find... I Beset |
<Back [ We> | Camedl |

If you want to search both the document properties and the document

content, make sure that Full Text appears on the drop-down list, then type

the text you want to find.
or

If you want to search just the document subject, click the Full Text drop-

down list » Subject, then type the text you want to find.
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5 Make sure Author is selected, then specify the name or names of the author
of the documents you want to find.

6 If you want to search for documents that were created or sent between
specific dates, select the Created or Delivered Between check box, then
specify a beginning and an ending date.

In the Look In list box, click the libraries you want to search » click Next.

8 In the Select Library To Move Documents To list box, click the destination
library » Next.

9 Click Preview to see a sample of the documents that will be moved based on
the Find criteria you specified.

Documents Found
| Mame ‘ Subject | Date | Ver.. | DODLM Library 1d | Folder ‘
= {4 [DRMZ1-LIB1: 1 documents found ]
ﬁ Dougdndersol  training wpd 02/2611:154M 2 60057 OREM2.0
You can click Close at any time to exit this Preview = &
You can click Close at any time in the Find Results dialog box to cancel the
preview.

10 Specify the directory where you want to save the log file.

11 You can click Generate a Log File without Performing the Operation to see
the outcome of the move without actually moving the documents.

12 Click Finish to begin moving documents.

Moving a Group of Selected Documents

1

2
3
4
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Select the documents you want to move in your Mailbox or folder.
Click Tools » Mass Document Operations.
In the Operation group box, click Move.

In the Selection Method group box, click Use Currently Selected
Documents » Next.

In the Select Library To Move Documents To list box, click the destination
library » click Next.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Move Operation
to see the outcome of the move without actually moving the documents.



8 Click Finish to begin moving documents.

Moving a Group Documents in a File

1 Click Tools » Mass Document Operations.

2 In the Operation group box, click Move.

3 In the Selection Method group box, click Use Documents Listed in a File.
4

Specify the name of the file that contains the list of documents you want to
move * click Next.

If the file you specify is a log file from a previous move operation, you can
click Process Errors Only and GroupWise will only process the documents
that generated errors during the previous session.

5 In the Select Library To Move Documents To list box, click the destination
library » click Next.

6 Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Move Operation
to see the outcome of the delete without actually moving the documents.

8 Click Finish to begin moving documents.

Tips

*  You can specify any text file (ASCII or ANSI) as the source file for a
move operation as long as the file contains a list of document IDs. If
you're creating a file, make sure that each document ID is at the
beginning of a line and that there is only one document per each
line.

*  You can also specify the error file from a previous move operation as
the source file.

Changing the
Properties of a Group
of Documents

As you manage your GroupWise documents, you often need to change the
properties of several documents at the same time. For example, if an employee
leaves the company, you may need to reassign all of his or her documents to
another person, or if a new employee joins the company, you may need to give
him or her access to several documents. You can use the Change Properties in
the Mass Document Operations wizard to efficiently perform these types of tasks
(reassigning documents, changing document types, and so on) for groups of
documents.

You can change the subject, author, or document type for a group of documents.
In addition, you can change the value of any custom fields defined in the library.
The fields you can modify vary depending on the location of the documents you
select for the mass change operation. If the documents you select are all stored in
the same library, you can make changes to both system fields (subject, author,
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and document type) and custom fields. If the documents you select are stored in
different libraries, you can only modify system fields. GroupWise imposes this
restriction because the libraries you select may not contain the same custom

fields.
Changing the Properties of a Group of Documents

1 Click Tools » Mass Document Operations.

Mass Document Operations

Select the operalion you want to perform. The opsration will affect all versions of a

document.

Operation
1 Thange properties " Change sharing
pt ﬁo.;e... EEE * Con
 Delete

i~ Selection method
1 |Jse Find/4dvanced Find to select documents
 Use Find by Example to select documents
) e currentiy selected documents

" Use documents listed in a file

| Biayse |

™| Erozess erors only

<ok [ Mews | Concel |

2 In the Operation group box, click Change Properties.

3 In the Selection Method group box, click Use Find/Advanced Find to Select
Documents » Next.

Find [2]x]

Find Find by Example I

ltem type:

Library |DHM2-1 -LIB1 [Defaul] =l

Document number:

Subject:

Document type:

Author:

Creator:

| | |t L

Official wersion:

Current version;

Project:

Pricrity

I
I
|
I
|
Date created: |
|
I
I
I

¥ Find only official document versions

Cancel |
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4 Make sure Full Text appears on the first drop-down list to search both the
document properties and the document content, then type the text you want
to find.

or

Click the Full Text drop-down list » Subject to search just the document
subject, then type the text you want to find.

5 Make sure Author is selected, then specify the name or names of the author
of the documents you want to find.

6 If you want to search for documents that were created or sent between
specific dates, select the Created or Delivered Between check box, then
specify a beginning and an ending date.

7 Click Next.

Subject [Groupiise
Document type [wordPerect E

Auther [Douig Anderson

Projsct: |Coal Sohution
Pricrity [
Datetpproved: |

Signature: |

< Back I Next > I Cancel |

8 Specify new values for any of the document properties > click Next.
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GroupWise Find Results [x]

Documents Found

Click Preview to see a sample of the documents that will be modified based
on the Find criteria you specified.

| Mame | Subject | Date [ Ver | Dooun

a

4l

ffd [DRM2-1-LIB1:3
'8 Mark Phelps Design: Saving Messages & AR to a Library
Bruce Cragun  Design for Intelligent attached Documents. mim
Bruce Cragun  Desigr: Find by Example [WBE)

047281111 8 2
12/05 92684 1
04/29 1:06 P

58021
59340
60510

3

5]
5]

Q “You can click Claose at any time ta exit this Preview

10

1

You can click Close at any time in the Find Results dialog box to cancel the
preview.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually changing the documents.

Click Finish to begin.

Changing the Properties for Selected Documents

1
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Select the documents for which you want to modify properties in your
Mailbox or folder.

Click Tools » Mass Document Operations.
In the Operation group box, click Change Properties.

In the Selection Method group box, click Use Currently Selected
Documents » Next.

Specify new values for any of the document property fields » click Next.

Click Preview to see a sample of the documents that will be modified based
on the Find criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the
preview.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually modifying the documents.

Click Finish to begin.



Changing the Properties for a Group of Documents in a File

1 Click Tools » Mass Document Operations.

2 In the Operation group box, click Change Properties.

3 In the Selection Method group box, click Use Documents Listed in a File.
4

Specify the name of the file that contains the list of documents for which you
want to change properties > click Next.

If the file you specify is a log file from a previous session, you can click
Process Errors Only and GroupWise only processes the documents that
generated errors during that session.

5 Specify new values for any of the document properties fields » click Next.

6 Click Preview to sce a sample of the documents that will be modified based
on the Find criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the
preview.

7 Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually modifying the documents.

8 Click Finish to begin.

Tips

*  You can specify any text file (ASCII or ANSI) as the source file for a
change properties operation as long as the file contains a list of
document IDs. If you're creating a file, make sure that each
document ID is at the beginning of a line and that there is only one
document ID on each line.

*  You can also specify the error file from a previous change properties
operation as the source file.

Changing Sharing for a
Group of Documents

You can give, modify, or remove a user's access to a group of documents. You
can do this two ways: you can modify a user's rights in the existing Share List for
the group of documents, or you can create a new Share List which will replace
the existing Share List for each document in the group.

Modify the Existing Share List

If you select Add New Users and Rights to the Selected Documents, you can
add, remove, or change a user's rights to the group of documents without
changing any of the rights you've given to other users. For example, you could
grant a new employee rights to all the benefit documents in the library. This
adds the new employee to the Share List for each document in the group, but it
doesn't modify the rights of any of the other employees.
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If the user you want to add already has rights to one or more of the documents
in the group, the rights you specify in the wizard will replace any previous rights
this user had to the documents, but it will not reduce rights the user already has.
For example, suppose you give Pam View rights for a group of documents which
includes Document A, but Pam already has both View and Edit rights to
Document A. In this case, GroupWise will give Pam View rights to all the
documents in the group, including Document A, but GroupWise will not
remove Pam's Edit rights to Document A.

Replacing an Existing Share List with a New Share List

If you select Replace Share List for Selected Documents, you can create a new
Share List for each of the selected documents. This new Share List replaces the
existing Share List, and only the users on the new Share List have rights to the
selected documents.

Changing the Sharing Rights for a Group of Documents

1 Click Tools » Mass Document Operations.

Mass Document Operations

Select the operation you want to perform. The operation will affect all versions of a
document.

i~ Operation

" Change propettiss
" Move T Copy
T Delete

- Selection method
% Use Find/Advanced Find to select documents
= Use Find by Example to select documents

0 U5 curently selected documents:

1 Use documents listed in a fils

I Browse |

I=| Brocess erors onls

ok [ Mews | cancel |

2 In the Operation group box, click Change Sharing.
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3 In the Selection Method group box, click Use Find/Advanced Find to Select
Documents » Next.

Lock in:

(& [Doug Andersor ]
awmag

@ Mark TALBOT

HY Al Libraries

Author >

—Daterange: ———
™ Created or delivered between:

Thu, Apr 2 [ and [Thu. apr2

advancedFind.. | Resst |

< Back I Mext > I Cancel |

4 Make sure that Full Text appears on the first drop-down list if you want to

search both the document properties and the document content, then type
the text you want to find.

or

Click the Full Text drop-down list > click Subject to search just the
document subject, then type the text you want to find.

5 Make sure Author is selected, then specify the name or names of the author
of the documents you want to find.

6 If you want to search only for documents that were created or received
between specific dates, select the Created or Delivered Between check box,
then specify a beginning and an ending date.
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7

In the Look In list box, click the libraries you want to search » click Next.

' Add new users and rights to selected documents

" Replace share lists for selected documents

MHarne; Add User

I [E)
I Bemove User
Share list

Name | Security |

Higtts For all wersiot:
’V [¥|view [CIEdt  [TlDelete T Ghae [T Hodit secuity
Wersion Level Security

< Back I Mext > I

Cancel |

10
11
12

13
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Click Add New Users and Rights to Selected Documents to modify the
existing Share Lists for each document in the group.

or

Click Replace Share Lists for Selected Documents to create a new Share List
that will replace the existing Share List for each document in the group.

In the Name box, type the name of the user for which you want to modify
sharing » click Add User

In the Share List, click the name of the user for whom you want to modify
sharing rights.

In the Rights for All Versions group box, click the rights you want to give
the user to the selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level
Security, specify the rights for each version » click OK.

Click Next.



14 Click Preview to sce a sample of the documents that will be modified based

GroupWise Find Results

Documents Found:

on the Find criteria you specified.

‘ Name | Subject ‘ Date | e ‘ Docum... ‘ Library Id | Folder |

(%) ¥ou can click Close at any lime to ext this Preview

3 [ORM21.LIBT: 3
ﬁ Doug Andersor  tip: attachment dou  09/04 10:30 AW 1 53310 OREM2.0
@ Doug &nderso Surge MTS Issues 10/03331PM 1 59550 OREM2.0
ﬁ Doug &nderson  font from the deskte  10/22 315PM 1 69611 OREM2.0

i Stop

You can click Close at any time in the Find Results dialog box to cancel the
preview.

15 Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually modifying the documents.

16 Click Finish to begin modifying the document sharing.

Changing Sharing Rights for Selected Documents

1

Select the documents in your Mailbox and folders for which you want to
change sharing rights.

Click Tools » Mass Document Operations.
In the Operation group box, click Change Sharing.

In the Selection Method group box, click Use Currently Selected
Documents > Next.

To modify the existing Share Lists for each document in the group, click
Add New Users and Rights to Selected Documents.

or

To create a new Share List that will replace the existing Share List for each
document in the group, click Replace Share Lists for Selected Documents.

In the Name box, type the name of the user for whom you want to modify
sharing rights » click Add User.

In the Share List, click the name of the user for whom you want to modify
sharing rights.

In the Rights for All Versions group box, click the rights you want to give
the user to the selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level
Security, specify the rights for each version » click OK.
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1

12

13

Click Next.

Click Preview to see a sample of the documents that will be modified based
on the Find criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the
preview.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually modifying the documents.

Click Finish to begin.

Changing Sharing Rights for Documents in a File

1

2
3
4

10
1

12

214 Managing Groups of Documents

Click Tools » Mass Document Operations.
In the Operation group box, click Change Sharing.
In the Selection Method group box, click Use Documents Listed in a File.

Specify the name of the file that contains a list of the documents for which
you want to change sharing rights » click Next.

If the file you specify is a log file from a previous operation, you can click
Process Errors Only and GroupWise only processes the documents that
generated errors during the previous session.

Click Add New Users and Rights to Selected Documents to modify the
existing Share Lists for each document in the group.

or

Click Replace Share Lists for Selected Documents to create a new Share List
that will replace the existing Share List for each document in the group.

In the Name box, type the name of the user for whom you want to modify
sharing rights » click Add User.

In the Share List, click the name of the user for whom you want to modify
sharing rights.

In the Rights for All Versions group box, click the rights you want to give
the user to the selected group of documents.

If you want to specify sharing rights for specific versions, click Version Level
Security, specify the rights for each version » click OK.

Click Next.

Click Preview to see a sample of the documents that will be modified based
on the Find criteria you specified.

You can click Close at any time in the Find Results dialog box to cancel the
preview.

Specify the directory where you want to save the log file.



You can click Generate a Log File without Performing the Operation to see
the outcome of the operation without actually modifying the documents.

138 Click Finish to begin.

Deleting a Group of
Documents

You can delete a group of documents using the Mass Document Operations
wizard. To delete a group of documents you must have Delete rights to the
documents, or you must be a librarian for the library. In addition, you must have
Delete rights to the library from which you want to remove the documents.

When you delete a group of documents, all versions of the documents are
deleted; however, the activity logs for the deleted documents are not removed.
Document references that point to deleted documents are not deleted. If you
click a document reference to a deleted document, a message appears telling you
that the document has been deleted.

Deleting a Group of Documents

1 Click Tools » Mass Document Operations.

Mass Document Operations

Select the operation you want to perform. The operation will affect all versions of a
document.

~ Operation
" Change properies " Change sharing
© Move " Copy
= Dieleie

[~ Selection methad

& Use Find/Advanced Find to select documents
€ ze Find by Example to select documents

€ se curerti selected dacuments

© Use documents listed in a file

| Browse

= Brocess enors orly

< Back I Next > I Cancel |

2 In the Operation group box, click Delete.
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3

In the Selection Method group box, click Use Find/Advanced Find to Select
Documents » Next.

Full Test s Lookin

Groupise -

Avthar £
Doug Anderso

—Daterange: ———
¥ Created or delivered between:

I\N"ed,Apl ahd |Thu, &pr 2

(&) Doug Andersor
gumag
Mark TALEOT

advarcedFind.. | Resst |

< Back I Mext > I Cancel |
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If you want to search both the document properties and the document
content, make sure that Full Text appears on the drop-down list, then type
the text you want to find.

or
If you want to search just the document subject, click the Full Text drop-
down list » Subject, then type the text you want to find.

Make sure Author is selected, then specify the name or names of the author
of the documents you want to find.

If you want to search for documents that were created or sent between
specific dates, select the Created or Delivered Between check box, then
specify a beginning and an ending date.

In the Look In list box, click the libraries you want to search » click Next.



8 Click Preview to sce a sample of the documents that will be deleted based on
the Find criteria you specified.

GroupWise Find Results

Documents Found:

‘ Name | Subject ‘ Date | e ‘ Docum... ‘ Library Id | Folder |
= §§ [ORMZ-11IB1: 3
ﬁ Doug Andersor  tip: attachment dou  09/04 10:30 AW 1 53310 OREM2.0
@ Doug &nderso Surge MTS Issues 10/03331PM 1 59550 OREM2.0
ﬁ Doug &nderson  font from the deskte  10/22 315PM 1 69611 OREM2.0

&) ¥ou can click Close at any lime to ext this Preview

j Stop

9 You can click Close at any time in the Find Results dialog box to cancel the
preview.

10 Specify the directory where you want to save the log file.

11 You can click Generate a Log File without Performing the Delete
Operation to see the outcome of the delete without actually deleting the
documents.

12 Click Finish to begin deleting documents.

Tips

*  You must have Delete rights to all of the documents and Delete
rights in the library to delete a group of documents, or you must
have Manage rights and be a librarian for library.

Deleting a Group of Selected Documents

1 In your Mailbox or folders, click the document references for the documents
you want to delete.

Click Tools » Mass Document Operations.
In the Operation group box, click Delete

4 In the Selection Method group box, click Use Currently Selected
Documents » Next.

Specify the directory where you want to save the log file.

You can click Generate a Log File without Performing the Delete
Operation to sce the outcome of the delete without actually deleting the
documents.

7 Click Finish to begin deleting documents.
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Deleting a Group of Documents Listed in a File

1 Click Tools » Mass Document Operations.

2 In the Operation group box, click Delete.

3 In the Selection Method group box, click Use Documents Listed in a File.
4

Specify the name of the file that contains the list of documents you want to
delete » click Next.

5 If the file you specify is a log file from a previous delete operation, you can
click Process Errors Only and GroupWise will only process the documents
that generated errors during the previous session.

6 Specify the directory where you want to save the log file.

7 You can click Generate a Log File without Performing the Delete
Operation to see the outcome of the delete without actually deleting the
documents.

8 Click Finish to begin deleting documents.

Tips

¢ You must have Delete rights to all of the documents and Delete
rights in the library to delete a group of documents, or you must
have Manage rights and be a librarian for library.

Viewing Documents When Your Network or GroupWise Is Unavailable

After you have edited and closed a document or documents in your Master
Mailbox, you can have a copy of every document you edited placed in your
Remote Library. This is called document echoing. Then when your network,
GroupWise Library, or GroupWise post office is unavailable, you can open and
modify your latest edited documents in Remote. Document echoing will also
save the time of downloading documents when you are running Remote.

If you have a workstation install of GroupWise, you need to be connected to the
network to use document echoing. If you have a standard or custom (local)
install of GroupWise, you do not need to be connected to the network.

You must have a Remote Mailbox on your machine for document echoing to
occur. Documents are echoed whenever you close or check-in a document in
your Master Mailbox. The document reference for the document is added to
your Documents folder in your Remote Mailbox, and the document is copied to
your Remote Library. You can use Remote Disk Space Management to remove
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unneeded documents that take up extra disk space. Document echoing does not
occur when you close or check-in documents in your Remote Mailbox.

1

Click Tools » Options » double-click Documents.

2 Click the General tab.

Documents Setup HE

Library Comf\gurat\on' Integrationz  General I

— Document echaing

Document echoing copies the documents pou edit to your
GroupWise Aemote Mailbox. This makes it possible for you to
open and edit these documents when your GroupWise post
offic i unavailable.

" Do not echo documents

 Echo document to Groupiwise Remote

Path to Remate Mailbow:
<Muo remate mailbox exists>

Cancel

Click Echo Documents to GroupWise Remote * click OK.
If prompted, type your Master Mailbox password.

If prompted, specify the path where you would like the Remote Mailbox
created on this machine » click Next.

Select the gateway phone numbers you will use to connect to GroupWise
when you run Remote * click Finish.

If you are running GroupWise with a workstation install, you are prompted
to install a local copy. If you click Yes, GroupWise exits and setup starts.
Follow the prompts for a custom or standard install.

Whether you are running GroupWise with a workstation or standard install,
documents will be echoed to your Remote Mailbox. However, you need a
standard install to access these documents if the network is unavailable.

Edit documents that you would like copied (echoed) to your Remote
Library.

Run Remote when your GroupWise post office, GroupWise Library, or
network is unavailable.
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10 Click a document reference in your Documents folder.

Tips

¢ Ifyou connect your laptop to the network and turn on document
echoing before you edit documents, you will be able to travel with
your latest edited documents.

¢ Documents are echoed whenever you close or check-in a document
in your Master Mailbox. The document is copied to your Remote
Library, and the document reference for the document is added to
your Documents folder in your Remote Mailbox.

¢ You must have a Remote Mailbox on your machine for document
echoing to occur. When you create a Remote Mailbox in step 5, only
a basic Remote Mailbox is created. If you want to download specific
folders and items to your Remote Mailbox, you can run Hit the
Road later.

¢ Document echoing does not occur when you close or check-in
documents in your Remote Mailbox.

¢ You can use Remote Disk Space Management to remove unneeded
documents that take up extra disk space in your Remote Library.

Integrating GroupWise with Your Applications

GroupWise Integrations make it possible for you to link your applications to
your GroupWise Mailbox. In an integrated application, you can see the
documents in your Mailbox and folders when you select Open in the
application. In addition, you can save a document as a new version using the
application’s Save As feature. Integrating makes it possible for you to create, edit,
and save GroupWise documents within your applications.

GroupWise can integrate with applications one of two ways: through the Open
Document Management API (ODMA) supplied by the application, or through a

point-to-point integration macro.

GroupWise supplies point-to-point integration macros for Word 7, Excel™ 95,
and Excel 97; however, anyone can create a point-to-point integration macro.
You can also integrate GroupWise with all ODMA enabled applications
including: Word 97, PowerPoint®, Binder, Word Pro™, WordPerfect® 7,
WordPerfect 8, Corel Presentations™ 7, Corel Presentations 8, Quattro Pro® 7,
and Quattro Pro 8. (This list contains the applications that are currently ODMA
enabled, and will change as more applications implement ODMA.)
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Integrating If Setup detects that you have an ODMA enabled application, such as

Applications During WordPerfect, Microsoft Word, or Excel properly installed, Setup prompts you to

Setup specify whether you want GroupWise to integrate with the application. If you
integrate your applications and later want to disable the integration, you can turn
off the integration in the Documents Setup dialog box.

Integrating If your applications are ODMA enabled or have a point-to-point integration
Applications After macro, GroupWise prompts you to enable integrations with your applications
Setup during Setup; however, if you don't enable the integrations during Setup but

later decide you do want to use integrations, you must run Setup again to install
them. After you've run Setup, you can turn integrations on or off for each
application on the Integrations tab in Documents Setup.

Once you've enabled integrations, you can turn them on or off at any time.

Turning Integrations You can turn off integrations for one application or for all your applications.

off When you turn off integrations, your applications work like non-integrated
applications, and GroupWise can't monitor when you open and save documents.
As a result, your documents are returned to the library when you close the
application, not when you close the document.

Turning Off Integrations for All Your Applications
1 Click Tools » Options » double-click Documents.

Documents Setup H
Library Configuration  Integrations I General |

I Enable integrations

~ Registered application

Intemet Document [HTML]
Intemet Document [HTHL)
Microsoft Ward Document
Presentations 7 Drawing
Presentations 7 Shaw
Text Document

wave Sound

WirZip File

‘wordPerfect 7 Document

) Enabled
n Advanced..
% Disabled _—I

Cancel

2 Click the Integrations tab.

3 Desclect the Enable Integrations check box.
Turning Off Integrations for One Application

1 Click Tools » Options » double-click Documents.
2 Click the Integrations tab.

3 Make sure the Enable Integrations check box is selected.
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4 In the Registered Applications box, click the application for which you want
to turn off integrations.

5 Click Disabled » OK.

Tips
¢ When an application is disabled, no text displays to the right of the
application name in the Registered Applications list box.

Turning On Integrations

You can turn integration on for one application or for all your eligible
applications.

Before you turn on integration, verify that the application is ODMA enabled or
is supported by a point-to-point integration macro. The list of applications on
the Integrations tab shows all the applications that are registered on your
machine. It is not a list of ODMA enabled applications. It is a list of registered
applications. If you select an application that is not ODMA enabled and try to
turn on integration, GroupWise displays a message warning you that the
application is not ODMA enabled. If you proceed and register the non-ODMA
application, the integration will not work for that application.

If the application for which you are turning on integrations has two executable
files (for example, WordPerfect) you must specify the name of the main
executable file (such as WPWIN.EXE for WordPerfect) on the Executable tab in
Advanced Integrations. GroupWise launches the executable you specify, and that
executable launches the application.

Turning On Integrations for All Your Applications
1 Click Tools » Options » double-click Documents.
2 Click the Integrations tab.

3 Select the Enable Integrations check box » OK.

Tips
¢ This turns on integrations for all your integrated applications. It
doesn’t have any affect on non-integrated applications.

Turning On Integrations for One Application
1 Click Tools » Options » double-click Documents.
2 Click the Integrations tab.

3 Select the Enable Integrations check box.
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4 In the Registered Applications list box, click the application for which you
want to turn on integration.

5 Click Enabled » OK.

Using Non-Integrated
Applications

If you're using non-integrated applications (most Windows 3.1 applications, MS
DOS applications, and many Windows 95 applications), you can't integrate
GroupWise with your application; however, this does not mean that you can't
use GroupWise documents with these applications. It just means that you can't
take advantage of the integrated Open and Save features. You can use the options
on the Non-Integrated tab in Advanced Integration options to specify whether
or not you want GroupWise to display a warning message when GroupWise
loses contact with a non-integrated application. This message reminds you that
you must manually return the document to the library. You can also specify how
many seconds you want GroupWise to wait for non-integrated applications to
open.

Turning the Warning Message for Non-Integrated Applications On or Off
GroupWise displays the warning message when it loses contact with the
application. The message reminds you to manually return the document to the

library.
1 Click Tools » Options » double-click Documents.
2 Click the Integrations tab » click Advanced * click the Non-Integrated tab.

or

To turn off the warning message, deselect the Display Message check box.
Specifying How Long GroupWise Should Wait for a Non-Integrated Application to
Open
GroupWise waits the number of seconds you specify for the non-integrated
application to open. If GroupWise doesn’t detect the application opening,
GroupWise times out and loses contact with the document, which means
GroupWise can’t return it to the library.

If you have an application that loads very slowly, you can increase the wait
interval to prevent GroupWise from timing out before the application opens.

1 Click Tools » Options » double-click Documents.
2  Click the Integrations tab.

3 In the Registered Application box, click the application for which you want
to specify the wait interval.
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4 Click Advanced > click the Non-Integrated tab.

WordPerfect 7 DocumentiEnabled HE
MHon-ntegrated | Execulablel
Messag
Display message for all non-integrated applications that cannot be
tracked by Group'size
¥ Dizplay message - manual end-access needed:
Wit
Setfor " This application
€ Default for all applications
Wait time to detect application: 1 _|::l seconds,
G

5 Click This Application to apply the wait interval to the selected application.
or

Click Default for All Applications to apply the wait interval to all non-
integrated applications.

6 In the Wait Time to Detect Application box, type the number of seconds
GroupWise should wait for the application to open.

7 Click OK.

Returning Documents to the Library

Most of the time you open a document, make changes, and save it in the library
without any interruptions; however, once in a while, the power goes out or the
network goes down, and GroupWise can't copy your document back to the
library. This also happens if you exit GroupWise while a document is open in an
application or if you exit GroupWise before you close a non-integrated
application. In these cases, GroupWise stores the document (including any
changes) in the staging directory. The document stays in the staging directory
until you return it to the library; however, as long as the document is in the
staging directory, the document status is open and no one (including you) can
open or edit the document.

When you have a document with an Open status in the staging directory, you
can return it to the library and change its status two ways: you can use the Reset
Document Status option, or you can use the Unreturned Documents dialog box.

Using Reset Document
Status

Reset Document Status is available any time you right-click a document
reference in your Mailbox or folders. You can use this option to immediately
return a document to the library. When you do this, you can specify whether or
not you want GroupWise to update the document in the library with the
document in the staging directory.
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If you have GroupWise update the document, GroupWise moves the document
out of the staging directory, updates the document in the library with any
changes, and makes the document available. If you do not have GroupWise
update the document, GroupWise deletes the document out of the staging
directory and makes the document available.

Returning a Document to the Library and Marking it Available
1 Right-click the document reference in your Mailbox or folder.

2 Click Reset Document Status.

Reset Document Status HE

13Ty,

Cancel

3 Make sure that both Mark the Document as Available and Return the
Document to the Library are selected » OK.

Marking a Document Available Only

1 Right-click the document reference in your Mailbox or folder.

2 Click Reset Document Status.

3 Click Mark the Document as Available.

4 Make sure that Return the Document to the Library is not selected.
5 Click OK.

Tips

* This changes the status of the document in the library and makes the
document available; however, this does not update the document in
the library with any changes you made while you had the document
open.

Using Reset Document When you use Reset Document Status in your Remote Mailbox, you can specify

Status in Remote whether or not you want to return the document to the Master Library. Use the
Make the Document Available in the Master Library option to remove the In
Use status and make the document available in the Master Library without
updating the document.

1 Right-click the document reference in your Remote Mailbox.
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2 Click Reset Document Status.

Reset Document Status HE

v Mark the document as available in the Remote libran.

¥ Return the document to the Riemate library.
[~ Mark the documert az available in the Master library.

()8 I Cancel |

3 To make the document available without updating the document in the
Remote Library, click Mark the Document as Available in the Remote
Library.
or

To make the document available and update the document in the Remote
Library, click Mark the Document as Available in the Remote Library »
click Return the Document to the Remote Library.

4 To change the document status from In Use to Available in the Master
Library, click Mark the Document as Available in the Master Library.

Using the Unreturned
Documents Dialog Box

When you start or exit GroupWise, GroupWise checks the registry file to see if
you have any documents open in the staging directory. If you do, GroupWise
lists all the documents in the Unreturned Documents dialog box. (Unlike the
Reset Document Status option, there's no way to manually access the
Unreturned Documents dialog box.)

Unreturned Documents

Check documents ta return to library

©_Subject : Documentid : Versiond |
anather doc

The documents listed above have been opened and cannot be edited by
someohe ele until returned to Grouphize. Check the documents that you want
retumed and click DK to retuin the documents and exit Groptise.

| ok i ‘ Cancel i | Wiew ;

At this point, you can click the check box to select the documents (by default all
are selected) you want to return to the library, and have GroupWise return them.
Or you can switch to the application in which you created the document and
return the documents (by saving or closing them) yourself. If you switch to an
integrated application, closing the document returns it to the library. If you
switch to a non-integrated application, you must close the application to return
the document to the library.
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Replacing a Document with a File from Backup

You can replace a document in the library with a file you've restored from a
backup system or with any other file. This is useful if documents have become
corrupt through machine failures, network problems, and so on. To do this, you
must be a librarian in the GroupWise Library where the document is found, or
you must be a librarian in any GroupWise Library and have Edit rights to the
document.

If a file needs to be restored from a backup system and you are uncertain which
one to restore, you can see a list of all the blob filenames that have ever been
assigned to that document version. To restore a file from a backup, follow the
directions for your standard backup software. Then you can replace the corrupt
document with the restored file in GroupWise using Replace Document with
Backup.

You can use this feature in Remote only if the document has been downloaded
and marked In Use.

1 Click the document reference.

2 Click Tools » Replace Document with Backup.

Replace Document ¥ersion With Backup

Replacing:

OREM2.0RM2-1.0RM2-1-LIB1:60611.2 Proposal
Enter the path and filename of the replacement file in the edit box below. Grouptwize will replace the
contents of the selected document version with this fle. Typically, the replacement file is an ald wersion

of the document which pou have restored from backup using your own backup software. [f necessam,
use the list below to determine which file to restore.

Blob filenames previously used for this document version:

Date Filenamne Action | Name:

04/23 407 PM  \\ORM-APPEAMAILMORMZ2-1\gwdmshLIBOODTSdoc Closed  Doug Anderso
04/23 407 P S\\ORM-APPE\MAILVORMZ2-1hgwdmshLIBOODT doc  Opened  Doug Anderso
04/2310:34 AW \WORM-APPEMMAILVORM2-1\gwdmshLIBOODT \doc - Closed  Doug Anderso
04/2310:31 &M \\ORM-APPEMMAILAORM2-1\gwdmshLIBOODTS\doc - Opened  Doug Anderso
04/2310:31 A \\ORM-APPEAMAILAORMZ2-1hgwdmshLIBOODTSdoc - Copied  Doug Anderso
04/2310:31 AM Created Doug Anderso

Replace the contents of the selected document version with the fallowing file:

Browse
Cancel

3 If necessary, look at the entire list of blob filenames that have been assigned
to that document version and decide which file needs to be restored from

backup files.
or

Skip to Step 6.

4 If necessary, exit GroupWise. Using standard backup software, restore the
file.

5 Start GroupWise and repeat Steps 1 and 2.

Replacing a Document with a File from Backup 221



6 Specify the path and filename for the file that will replace the document.

Tips

¢ To replace a document, you must be a librarian in the GroupWise
Library where the document is found, or you must be a librarian in
any GroupWise Library and have Edit rights to the document.

¢ Use this feature when documents become corrupt through system
failures and other problems.

¢ You can use this feature in Remote only if the document has been
downloaded and marked In Use.
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Using GroupWise Remote: An Overview

GroupWise® Remote makes it possible for you to access your Mailbox and send
and receive mail, among other things, when you are away from the office.

Master and Remote Mailboxes

To use GroupWise away from your office, you must have an existing GroupWise
Mailbox, called your Master Mailbox, in your master GroupWise system. You
retrieve a copy of your Master Mailbox to your laptop or home computer. This
copy is called your Remote Mailbox.

Remote exchanges items and information between your Master Mailbox and the
Mailbox on your Remote computer. When you use GroupWise in the office, the
Mailbox you open is your Master Mailbox. When you use GroupWise away
from your office, the Mailbox you open is your Remote Mailbox.

When you send an item from your Remote Mailbox, Remote sends the item to
your master GroupWise system the next time you connect. From there,
GroupWise distributes it to the recipients. When someone at your master
GroupWise system sends an item to you, it is delivered to your Master Mailbox.
You then use Remote to retrieve the item to your Remote Mailbox.

Sending and Retrieving ltems

Whenever you perform an action, such as sending a mail message, that requires
information to be sent to your Master Mailbox, Remote creates a request. For
example, requests are created whenever you perform any of the following actions:

Send, forward, or reply to an item

Create a posted item, folder, group, or rule

Open, delete, retract, or undelete an item; or empty the Trash

Request to download items, folders, and more from your Master Mailbox
Move an item to or from a folder

Change, enable, or disable a rule

Delete a folder or rule

* 6 6 ¢ o 0 o

All requests are listed in the Pending Requests to Master Mailbox dialog box.
When you connect to your GroupWise system, listed requests are sent to your
Master Mailbox. For example, if you request all unopened mail messages, that
retrieval request is sent to your Master Mailbox. Your Master Mailbox collects
the items you requested, then GroupWise retrieves them to your Remote
Mailbox.

Connection Types
To access your Master Mailbox, you must connect to your GroupWise system
through a modem connection, a network connection, or a TCP/IP connection.

You will most likely use Remote away from the office with a computer that has
no network access. In these situations, you can use a TCP/IP connection or a
modem connection to connect to your master GroupWise system. Modem
connections dial into a gateway in your GroupWise system. TCP/IP connections
use unique IP (Internet Protocol) address and port information to connect to
your master GroupWise system.
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You can also use Remote in your office and connect to your master GroupWise
system via a TCP/IP connection or a network drive mapping. These connections
are useful to download large quantities of information, such as your system

address book.

Using GroupWise
Features in Remote

After setting up your Remote Mailbox on a laptop or on a desktop computer
that is not in your office, you can use GroupWise away from your office.

When performing the following common GroupWise tasks in your Remote
Mailbox, the actions are saved as requests. The next time you connect to your
master GroupWise system, the requests are processed by your Master Mailbox.

Read, edit, or delete an item

Reply to an item

Forward, delegate, or resend an item
Move or link an item

Accept, decline, or complete an item
Empty the Trash

Create folders or move items into folders
Create or edit rules

Create or edit personal address books

L 2R 2R R R R IR IR 2

Other common GroupWise tasks remain specific to your Remote Mailbox setup
and are never sent to or retrieved from your Master Mailbox.

Set options

Create, delete, or save views
Set alarms

Print

Filter or sort items

Spell-check

The following GroupWise features are not available in your Remote Mailbox
because they do not apply in a remote situation.

* 6 & 0+ o o

¢ Access List
¢ Archive
¢ Proxy

Using Smart Docking

GroupWise automatically processes outstanding Remote requests when you run
GroupWise on your docked laptop after you return to the office. For example,
you may have sent an item while you were away from your office, but didn’t
connect to the master GroupWise system to process that request. When you
return to the office and run GroupWise, you are asked if you want to process the
outstanding requests. To see what requests still need to be processed, click
Requests.
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Making Sure You’re The Remote Mailbox and Master Mailbox are almost identical. However, you

Using Your Remote can tell which Mailbox you are using by looking at the menu bar. If your menu

Mailbox bar includes the Remote menu, you are running GroupWise against your
Remote Mailbox.

The Remote menu displays ——

. ¥ LroupWise [H[=1 B3
when Jyou ﬂV;bMSlﬂg_)/Olﬁ‘ File Edit Wiew Actions Tools “Remgte Window Help
Remote Mailbox. = =
| 1| @3] =@ b [E =T = 2-[
@ Doug Andersan | From ‘ Subject =
@ﬁ 4  Robert Anderson Funny
& Today Novell Review 4071 (k] Account Online: [nnefs/eb Update 4/23
=]# David Anderson Will pou please edit this doc
; Droug Andersan Proposal

Task List

otk I Frogress ;] D anin'YandenB oz Moving update
& B Cabinet ] Robert Anderson Funny
e Todd Purser Quick Reference PDF
m Bill Shepherd Lunch & Golf
B Katedensen Job Mumber
53 Robert Anderson Funny o
% Meg
O Fuf ban Manarmant backina s
4 | 3
‘Selec:ted: 1 |T0ta|: i3 —:HE 4

Preparing to Use Remote

Before leaving the office, you need to use Hit the Road to set up and update
your Remote Mailbox. If you run GroupWise on a docked laptop in your office,
use Hit the Road to create your Remote Mailbox on the same machine. You can
also use Hit the Road to create setup files on a diskette to set up your Remote
Mailbox on a laptop or a computer that’s not connected to your network, such
as your home computer. Multiple users can also set up their Remote Mailboxes
on a single computer, such as a shared notebook computer.

When you first use Hit the Road, it does the following:

* Prompts you to assign a password to your Master Mailbox if you haven’t
assigned one yet.

* Sets up your Remote Mailbox on the docked laptop that is currently
connected to the network with your master GroupWise system, or copies
setup files on a diskette so you can set up a computer that has no direct
network access.

* Creates a network (direct) connection if you’re connected to the post office
via a drive mapping, or creates a TCP/IP connection if you’re running
GroupWise in client/server mode.

* Creates the modem connections you choose from a list of asynchronous
gateways detected in your master GroupWise system.
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When your laptop is docked and you’re running GroupWise on the network,
use Hit the Road to update your Remote Mailbox with messages, rules, address
books, and documents from your Master Mailbox. Updating your Remote
Mailbox before leaving your office saves you time and money, and ensures that
you have the necessary information with you. When you’re away from your
office, use Send/Retrieve to retrieve the Master Mailbox items.

Setting Up Your
Remote Mailbox

4

Make sure GroupWise is installed on the computer where you want to set up
your Remote Mailbox.

Make sure you have a password on your Master Mailbox.

Run GroupWise in your office on your docked laptop or a workstation.

Click Tools » Hit the Road.

‘Hit the Road" Wizard

‘welcome to 'Hit the Road! This "Wizard will guide you
thraugh the steps necessamy to update your Remate Mailbox
from your Network. Mailbas.

Da you want your Remate Mailbox created on:
& Thiz machine

€ Another machine

| Mext > | Cancel |

5

Type your Mailbox password * click OK.

If a Remote Mailbox has been set up previously and you want to create
additional setup diskettes, click Back » Back.

To create your Remote Mailbox on the docked laptop that is currently
connected to the network with your master GroupWise system, click This
Machine » Next.

If you click This Machine and GroupWise is not installed on the docked
laptop, you are prompted to install GroupWise. To use GroupWise away
from your office, click Yes to install GroupWise on the computer you're
traveling witch.

or

To create a setup diskette for another computer, such as your home
computer, click Another Machine » Next. Have a diskette ready. When
your setup diskette is created, insert it into the computer where you want to
set up your Remote Mailbox (such as your home computer) » run

SETUPEXE from the diskette. Go to Step 10.
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10
1
12

13
14
15

Type the path for your Remote Mailbox » click Next.

Select the phone numbers you’ll use to connect to your Master Mailbox.
Select the items you want to copy to your Remote Mailbox » click Finish.
Exit GroupWise.

Right-click the Windows desktop » New » Shortcut.

In the Command Line box, type c:\novell\groupwise\grpwise.exe /ps-<PATH
TO REMOTE MAILBOX>. See Step 7 for path information.

Click Next.
Type a name for the shortcut, such as Remote.
Click Finish.

After setting up your Remote Mailbox, you can begin sending/retrieving
items and Address Book information from your Master Mailbox.

Setting Up Multiple
Remote Mailboxes On a
Shared Computer
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Run the network version of GroupWise » click Tools » Hit the Road.
To create a Remote Mailbox setup diskette, click Another Machine.
Log in to Windows on the shared computer using a unique username.

Insert the setup diskette into the shared computer » run SETUPEXE from
the diskette.

Make sure GroupWise is installed on the shared computer.
Select a folder for your Remote Mailbox files » click OK.
This folder will not be shared with other users.

To run GroupWise against your Remote Mailbox, each user should log in to
Windows with a unique username before starting GroupWise.

Tips
¢ The above steps should be completed by each user who is setting up
a Remote Mailbox on the shared computer.



Updating Your Remote
Mailbox

1

If you’re running GroupWise in your office on a computer that has a
connection to the network or a TCP/IP connection, click Tools » Hit the
Road * type your Master Mailbox password » click OK.

or

If you’re running GroupWise away from your office, click Remote »

Send/Retrieve to retrieve your Master Mailbox items through a modem or
TCP/IP connection.

Update Your Remote Mailbox

Your Remate Mailbox will be updated with the following items:
that are checked.

¥ lterns [Mail, &ppt, ete | Advanced...

[¥ Rules

¥ System Address Book Filter...

¥ Personal Address Book.

¥ Documents Documents

< Back | Finish | Cancel |

To retrieve messages, make sure Items is selected » click Advanced » click
available options on the Retrieve, Items, Size Limits, and Folders tabs » click

OK.
To retrieve rules, click Rules to select it.

To retrieve addresses from the system address book, click System Address
Book » Filter » specify the addresses to retrieve » click OK.

To retrieve your personal address books, click Personal Address Books to
select it.

To retrieve copies of documents from your Master Mailbox, select the
Documents check box > click Documents » select your documents » mark

applicable documents as In Use » click OK.

Marking a document as In Use prevents others from modifying the
document. If you don’t plan to edit a document, don’t mark it In Use.
When you exit an In Use document, you're asked to send the document to
the Master Library and mark it as Available. If you’re done with the
document, the document should be marked Available to allow others editing
access to it. To use Remote to mark a document Available or to send the
document to the Master Mailbox without marking it Available, you must be
using GroupWise 5.5 and a GroupWise 5.5 Post Office Agent.
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7 Click Connect or Finish.

Tips

¢ Ifyou don’t mark a document as In Use, someone can edit it while
you have the copy in your Remote Mailbox. If you then edit the
document and return it to the Master Library, your document is
saved as a new version. When this happens, a mail message notifies
you, the remote user, and other users that a new document version is
created. Other users include the document creator, the document
author, the creator of the version you retrieved into your Remote
Mailbox, and the last person who opened or checked out that
version. If you get this notification, you should make sure that all
updates are included in the new document version.

¢ You can unmark the In Use status of a document that you’re not
currently editing. Right-click the document in your Mailbox » click
Reset Document Status.

*  When your laptop is docked and you’re running GroupWise on the
network, you can update your Remote Mailbox without using a
modem connection.

¢ For help on a dialog box option, click il > the option.

Specifying Remote
Options

236 Preparing to Use Remote

When you use Hit the Road to set up your Remote Mailbox, your connection,
modem, user, and system information is set up for you in Remote Options. If
any of this information changes or if you want to set up additional connections,
enter the new information in Remote Options. Your user ID, domain, and post
office information is in the system address book. If you need help getting this
information, ask your system administrator.

Remote Options also lets you automatically connect to your Master Mailbox at
regular intervals to update your Remote Mailbox with new items. GroupWise
uses the connection you last used. For example, if you’re at home and connected
to your Master Mailbox with a modem connection, the same connection will be
used for the periodic updates.

If you travel to an area outside of your usual time zone for an extended period of
time, you can change the time zone in Windows® to match the local time.
Remote Options lets you access the Windows Date/Time Properties dialog box
to change your time zone settings.

By default, deletions in the Remote Mailbox and Master Mailbox are
synchronized. For example, if you delete an item from your Remote Mailbox,
the item will be deleted from your Master Mailbox the next time you connect.
You can use Remote Options to change the deletion options, so that an item
deleted from your Remote Mailbox will stay in your Master Mailbox.
Conversely, you can set the deletion options to leave items deleted from the
Master Mailbox intact in your Remote Mailbox.



Specifying Time Zone Settings

The items in your Calendar are scheduled according to the time zone settings
the Windows Date/Time Properties. You can access this dialog box in Remote
Options. If you use GroupWise in another time zone, you can change to that
new time zone so that your scheduled items reflect the time zone difference.

Typically, if you're leaving your office for several days, you will use your

in

Calendar information to attend and schedule appointments. Therefore, you will
need to use the local time zone. However, if you’re leaving your office for a short

time, (for example, a day), you will probably keep the same time zone as your
master GroupWise system.

IMPORTANT: If you change time zone settings, be sure to change your
computer’s clock to match the new time zone. For more information about
using Date/Time Properties, see your Windows documentation.

1 Click Tools » Options » double-click Remote.
2 Click Time Zone * the current time zone * click OK.
You can click your current time zone in the map or the drop-down list.
3 Change your computer’s clock to match the new time zone.
Connecting to Your Master Mailbox At Regular Intervals
1 Click Tools » Options » double-click Remote.
2 Select Check for New Messages » specify the period in minutes.
3 Click OK.

Tips

*  Your computer must stay connected to the network or phone line,
depending on the connection you’re using.

* If GroupWise is unable to connect to the master GroupWise system,
you are prompted whether you want to keep trying to connect at the
interval you have specified or whether you want to turn Check for
New Messages off.

Specifying User and System Information for Your Remote Mailbox
1 Click Tools » Options » double-click Remote.
2 In the Full Name box, type your first and last name.

This name appears in the From box of an item you send someone. The na
is also used as your user folder name.

3 Type your GroupWise user ID.
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4 Click Password » type your Master Mailbox password * click OK » retype
the password » click OK.

Your Master Mailbox must have a password before you can use Remote.
Type the domain name of your Master Mailbox.

Type the post office name of your Master Mailbox.

Tips

¢ If you have not assigned a password to your Master Mailbox, do so
in Security Options while running GroupWise in your office. You
cannot use Remote to assign or change your Master Mailbox
password. To set a password for your Remote Mailbox only, run
GroupWise against your Remote Mailbox * click Tools » Options
» double-click Security > type the password > type the password
again * click OK.

Changing Remote Delete Options

1 Click Tools » Options » double-click Remote.
2 Click the Delete Options tab.

3 Make your changes » click OK.

Tips

¢ Ifyou are not using GroupWise 5.5 and a GroupWise 5.5 Post
Office Agent, the Never Delete The Item From Remote Mailbox
option will not work; items that you delete from your Master
Mailbox will be deleted from your Remote Mailbox.

Sending and Retrieving Items in Remote

Use Send/Retrieve to synchronize your Master Remote Mailboxes.

When you connect to your master GroupWise system, items you sent from your
Remote Mailbox are delivered to the recipients. Remote also sends a request to
your Master Mailbox to retrieve your items, such as mail. Your master
GroupWise system processes the request, then sends your items to your Remote
Mailbox, restricting the items according to the limits you set in the Retrieve
Options dialog box.
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In addition to mail, you can retrieve appointments, tasks, reminder notes, rules,
documents, and address books. When retrieving documents, mark a document
as In Use when you want to prevent others from modifying it. If you don’t mark
a document as In Use, someone can edit it while you have a copy in your
Remote Mailbox. If you then edit the document and return it to the Master
Library, your document is saved as a new version. When this happens, a mail
message notifies you, the remote user, and other users that a new document
version is created. Other users include the document creator, the document
author, the creator of the version you retrieved into your Remote Mailbox, and
the last person who opened or checked out that version. If you get this
notification, you should make sure all updates are included in the new document
version.

When you exit an In Use document, you're asked to send the document to the
Master Library and mark it as Available. If you're done with the document, the
document should be marked Available to allow other users editing access to it.
To use Remote to mark a document Available or to send the document to the
Master Library without marking it Available, you must be using GroupWise 5.5
and a GroupWise 5.5 Post Office Agent.

Sending Mail from Your
Remote Mailbox

1  On the toolbar, click = .

& Mail To: M=l E3

Eile Edt View Actions Took Remgte “Window Help
e i 2 e == A =Y =1 A |

From: IDnug Anderson CC: I
Ta: | B |
Subject |

Message

=
@
=

§
N

‘Folder Mailbas

2 In the To box, type the recipient names.
You can also use the Address Book to select recipient names.
3 Type the subject and the message » click Send.

Remote places the mail in the Pending Requests list. When you connect to
your master GroupWise system, all items in the Pending Requests list are
sent. For more information, see Viewing Pending Requests later in this
section.
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4 Click Remote » Send/Retrieve.

Send/Retrieve
Send: 1 new meszages to be sent.

Retrigve:
alrigve Close
Advanced...

[T Bules

[T System Address Book

[T Personal Address Books

[ Documents

Connecting:
From:  Novel Orem "
Configure..
To: oIm-paas. orem.nc

Last Connection:  Tue, &pr 28, 1998 17:26 AM

5 o specify where you're dialing from, click Configure » the Connecting
From drop-down list » the remote location.

6 To select a connection to your Master Mailbox, click the Connecting To

drop-down list » the modem, network, or TCP/IP connection to your
Master Mailbox » OK.

7 Click Connect.

Tips

*  Besides mail, you can send other items, including appointments,
reminder notes, and so on.

¢ You can click Remote » Send/Retrieve » Configure » Connect
From to access the Windows Dialing Properties dialog box to create
additional remote locations or change existing settings. For help on
this dialog box, see your Windows documentation.

¢ You can switch between connection types (network, modem, and
TCP/IP) if there are no pending requests on the connection you are
switching from. For example, if you're sending and retrieving items
with a network connection and disconnect before the transmission is
complete, you should not switch to a modem connection later to
process the requests. Complete the original request with the original

connection.
Viewing Pending Whenever you perform an action that requires information to be sent from your
Requests Remote Mailbox to your Master Mailbox, Remote creates a request that is placed

in the Pending Requests list. When you connect to your master GroupWise
system, all the requests are sent to your Master Mailbox. Use Pending Requests
to check for outstanding requests.
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1 Click Remote » Pending Requests.
Pending Requests to Master Mailbox EHE

Bequests:
Request | Status \ Date Requested
New Mal Wwaiting to be Sent 4/26/98 11:488M Lotz
Retrieve Mail Wwiaiting to be Sent 4/28/98 11:484M
Mew Appointrent Wwiaiting to be Sent 4/28/98 11:484M
Retrieve Appt Wi aiting to be Sent 4/28/98 11:48aM
Update Item Waiting to be Sent 4/26/98 11:485M
Update Item Waiting to be Sent 4/26/98 11:485M
Mew Task Waiting to be Sent 4/28/98 11:495M
Retrieve Task Waiting to be Sent 4/26/98 11:435M
Al I |

Last connection:  4/28/98 11:414M

Tips

+ To prevent a request from being processed, click the request >
Delete. Only requests that haven’t been sent to the master
GroupWise system and have the “Waiting to be Sent” status can be
deleted. If you've already sent a request to the master GroupWise
system, you cannot cancel the request.

Retrieving Items from
Your Master Mailbox

Click Remote » Send/Retrieve » make sure Items is selected » Advanced.

To specify the items to retrieve, click the appropriate options from the
Retrieve, Items, Size Limits, and Folders tabs » click OK.

To retrieve copies of documents from your Master Mailbox, select the
Documents check box » click Documents » select the documents »
mark applicable documents as In Use » click OK.

Marking a document as In Use prevents others from modifying the
document. If you don’t plan to edit a document, don’t mark it In Use.
When you exit an In Use document, you’re asked to send the document to
the Master Library and mark it Available. If you're done with the document,
the document should be marked Available to allow others editing access to it.
To use Remote to mark a document Available or to send the document to
the Master Library without marking it Available, you must be using
GroupWise 5.5 and a GroupWise 5.5 Post Office Agent.

To specify where you're dialing from, click Configure » the Connecting
From drop-down list » the remote location.

To select a connection to your Master Mailbox, click the Connecting To
drop-down list » click the modem, TCP/IP, or network connection to your
Master Mailbox » click OK.
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6 Click Connect.

Tips

¢ If documents on your server are deleted while you’re away, they are
deleted from your Remote Mailbox the next time you connect to
your master GroupWise system.

¢ Ifyou don’t mark a document as In Use, someone can edit it while
you have the copy in your Remote Mailbox. If you then edit the
document and return it to the Master Library, your document is
saved as a new version. When this happens, a mail message notifies
you, the remote user, and other users that a new document version is
created. Other users include the document creator, the document
author, the creator of the version you retrieved into your Remote
Mailbox, and the last person who opened or checked out that
version. If you get this notification, you should make sure that all
updates are included in the new document version.

¢ You can unmark the In Use status of a document that you’re not
currently editing. Right-click the document in your Mailbox »
click Reset Document Status.

¢ You can click Remote > Send/Retrieve » Configure » Connect
From to access the Windows Dialing Properties to create additional
remote locations or to change existing settings. For help on this
dialog box, see your Windows documentation.

¢ By default, GroupWise transfers all document references in your
Master Mailbox to your Remote Mailbox. If you don’t want the
document references, click the Documents pop-up list » None.

¢ When you send requests to retrieve items from your Master
Mailbox, the master GroupWise system processes the request, then
GroupWise retrieves the items into your Remote Mailbox. In
addition, any items waiting to be sent to your Master Mailbox will
be delivered when you connect.

¢ You can switch between connection types (network, modem, and
TCP/IP) if there are no pending requests on the connection you are
switching from. For example, if you’re sending and retrieving items
with a network connection and disconnect before the transmission is
complete, you should not switch to a modem connection later to
process the requests. Complete the original requests with the original
connection.
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Retrieving Documents into Your Remote Mailbox

1 Ifyou’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve > select the Documents
check box » click Documents.

or

If you’re in your office and run GroupWise against your Master Mailbox,
click Tools » Hit the Road > type your Master Mailbox password » click
OK » select the Documents check box » click Documents.

Retrieve Documents HE

Select the documents that you wauld ke ta retrieve,

Folder Author Subject Doc: Wer. Num.
Doug Andersan Proposal BOET1 Current version
O Documents Doug Anderson Proposal BOET1 1

The following documents will be retrieved. Select those that pou want to mark a5 'ln Use' ta
prevent others from editing them.

Folder Author Subject Doc
. ! 3

2 Click the documents you want in the upper list box.

Sending and Retrieving Items in Remote
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3  As selected documents appear in the lower list box, click the documents you
want to edit to mark them as In Use » OK.

Tips

¢ Ifadocument is deleted in the Master Library while you are using
Remote, it is deleted from your Remote Mailbox the next time you
connect to your master GroupWise system.

¢ Mark a document as In Use only when you want to prevent others
from modifying it. If you don’t mark a document as In Use,
someone can edit it while you have a copy in your Remote Mailbox.
If you then edit the document and return it to the Master Library,
your document is saved as a new version. When this happens, a mail
message notifies you, the remote user, and other users that a new
document version is created. Other users include the document
creator, the document author, the creator of the version you
retrieved into your Remote Mailbox, and the last person who opened
or checked out that version. If you get this notification, you should
make sure all updates are included in the new document version.

¢ When you exit a document, a prompt lets you choose to send the
document to the Master Library and mark it as Available. If you’re
done with the document, it should be marked Available to allow
others editing access to it. To use Remote to mark a document
Available or to send the document to the Master Library without
marking it Available, you must be using GroupWise 5.5 and a
GroupWise 5.5 Post Office Agent.

¢ You can also right-click the document in your Mailbox » Reset
Document Status to clear the In Use status.

Limiting the Items You You can save time and disk space by restricting the items you retrieve from your

Retrieve Master Mailbox. You can retrieve items of a specific size or from a specific folder.
You can specify the range of dates of items you want to retrieve, or retrieve all
items since you last connected. In addition, you can retrieve just the subject line
of items so you can review an item before you retrieve it in its entirety.

Retrieving Items of a Specific Size Only

1 Ifyou’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve » Advanced.

or

If you're in your office and running GroupWise against your Master
Mailbox, click Tools » Hit the Road * type your Master Mailbox password
» click OK » Advanced.
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2 Click the Size Limits tab.

Retrieve Options [ 7]

Retrieve ] ltems ~ Size Limits ] Folders I

Specify how much information Grouptfize
should refrieve.

" Get contents regardless of size

' Get contents if smaller thar:
Message text a0 J KB

Aftachments: 30 = ke

Toccec  [f 2 ks

Cancel

Click Get Contents If Smaller Than.

4  Specify the size limits (in kilobytes) for the message text, attachments, and
the addressing fields.

Tips

* Ifyou retrieve an item that exceeds one of the size limits, the part of
the item that exceeds the limits will not be retrieved. For example, if
an attachment exceeds the size limit, only the message text and
addressing field information will be retrieved. To retrieve the
attachment, double-click the attachment icon in the opened item.
Click Yes when prompted whether you want to retrieve the
attachment. =

*  For help on a dialog box, click . the options.

Retrieving Items from Specific Folders

1 Ifyou’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve » Advanced.

or

If you're in your office and running GroupWise against your Master
Mailbox, click Tools » Hit the Road * type your Master Mailbox password
» click OK » Advanced.

2 Click the Folders tab » the folders » OK.

A check mark indicates a folder is selected. To select items from all folders,
leave all the folders unselected.
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Retrieving Items Received Between Specific Days or Since You Last Gonnected

1 Ifyou’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve » Advanced.

or

If you’re in your office and running GroupWise against your Master
Mailbox, click Tools » Hit the Road » type your Master Mailbox password
» click OK » Advanced.

2 Click the Retrieve tab.
3 Click Retrieve All Changes Since I Last Connected.
or

Click Retrieve Only Items within the Date Range * specify the number of
days prior to or after today » OK.

Tips
*  Specifying 365 in the Days After Today box allows you to retrieve
appointments scheduled up to a year from today.

*  For help on a dialog box option, click [ ]S the option.

Retrieving the Subject Line Only of Items

1 Ifyou’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve » Advanced.

or

If you're in your office and running GroupWise against your Master
Mailbox, click Tools » Hit the Road * type your Master Mailbox password
» click OK » Advanced.

2 Click the Size Limits tab » Get Subject Line Only » OK.

Tips
¢ For help on a dialog box option, click [ the option.

Retrieving Selected
ltems

If you use the Get Subject Line Only and Get Contents If Smaller Than options
to retrieve items from your Master Mailbox, you can scan the retrieved items and
decide which ones to retrieve in their entirety. Use Retrieve Selected Items to
retrieve the rest of a selected item, including the entire message and any
attachments, regardless of previous size and filter criteria.
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Select the items in your Remote Mailbox.

Click Remote » Retrieve Selected Items.

To connect immediately to your Master Mailbox, click Connect Now.
or

To create the request but not send it, click Connect Later. This way, you can
wait until you have several requests and connect later.

Tips
+ To retrieve an item, you can also right-click the item » click
Retrieve Selected Items.

Retrieving a Personal 1
Address Book

If you’re away from your office and running GroupWise against your
Remote Mailbox, click Remote » Send/Retrieve.

or

If you're in your office and running GroupWise against your Master
Mailbox, click Tools » Hit the Road * type your Master Mailbox password
» click OK.

Click Personal Address Books » desclect all other options » click Connect.

Tips

*  Because retrieving an address book can take a long time, we
recommend retrieving it through a network or TCP/IP connection
while you’re at your office.
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Using Busy Search in 1  On the toolbar, click %

Remote
%?Appoinlment To: Doug Anderson; Richard Ballard
File Edit View Actionz Toolz Remgte Window Help
= 2 8 Y T =T e Y =
From IDougAnderson LCL: I m
Ta |Doug Anderson; Richard B[] BC | =
o end
Place: I
Statt dete:  [4/28/38 ] 4
Duration: [1 Howr EI Cancel
Subject: | =h
Meszage: m
Addiess
Alttach
s
Busu?
|Folder: Calendar l@ |

2 Type the participants and resources in the To box.

If you’re typing several user and resource IDs in the To box, press Enter
etween entries.

To select the first possible meeting day, click » a date » OK.
4 Click Busy.

Busy Search
— Start Bugy Search

Ta begin the Bugy Search immediately, press
'Cannect Now'. Ta start the Busp Search the next Connect Later |
time you connect, press ‘Connect Later!

i Connecting:

From:  Novell Orem o
To orm-poah.arem. novel. &I

5 To immediately connect to your master GroupWise system and search for
available times, click Connect Now.

or
To search for available times later, click Connect Later.

Clicking Connect Later creates a Busy Search request, but doesn’t send the
request to the master GroupWise system. You can save your appointment as
a draft item in the Work In Progress folder until you are ready to send it.
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When you’re ready to check appointment times lacer, click Busy » Connect
Now.

6 When the Choose Appointment Time window appears, click Auto-Select for
the first available meeting time. Click Auto-Select until the best available
time is displayed » click OK.

or

Instead of using Auto-Select, click the Available Times tab » an available
time » OK.

7 Complete the appointment * click Send.

Tips

*

If you’re disconnected before all schedule information returns from a
busy search, clicking Busy again lets you update the information
from the original busy search request.

To remove a user or resource from the Invite To Meeting list after
the search, click the Available Times tab » the user or resource »
press Delete > Yes. This is useful when, for example, you are
searching several conference rooms for availability; you can find the
one that meets your needs and eliminate the rest.

If you're inviting someone to the meeting whose schedule has no
impact on the meeting time, such as a carbon copy recipient, you
can exclude that user from the busy search. Click the Available
Times tab » deselect the check box next to the user or resource.
The check mark by the name disappears.

To specify where you're dialing from, click Remote *»
Send/Retrieve » Configure » the Connecting From drop-down
list » the remote location » OK.

To select a connection to your Master Mailbox, click Remote >
Send/Retrieve » Configure > the Connecting To drop-down list >
the modem, TCP/IR, or network connection to your Master
Mailbox » OK. -

For help on a dialog box option, click _I > the option.

Filtering the System
Address Book for Your
Remote Mailbox

The system address book is usually large, because it contains information for

your entire organization. If you don’t need all the information in the system

address book when using GroupWise away from your office, use System Address
Book Filter to retrieve only the user addresses, resource addresses, and public
groups you need from the GroupWise system.

For example, the filter statement, Dept [] Marketing, instructs GroupWise to
retrieve all addresses with “Marketing” in the Department column in the

Address Book. This way you can contact anyone from your Marketing

department while you’re traveling.
P y g
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You should also retrieve system address book information before leaving your
office to save downloading time and costs, especially if you're planning to travel
to a location where you will incur long-distance phone charges.

1 Before leaving your office, click Tools » Hit the Road.
2 Ifyou’re prompted for a password, type your Mailbox password » click OK.
If you haven’t set up your Remote Mailbox, do so now.
3 Click System Address Book * Filter.
System Address Book Filter EHE
FEilter
Include entries where ,TI
- s | S |
tgzrpntain = _II - _Igear

Fax
File ID

Last Name
Metld
Fhone
Fost Office
Title:

User 1D
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Click an Address Book column in the first drop-down list.
For example, click Dept to search for addresses from a specific department.

Click the operator drop-down list » click an operator » type your search
criteria in the box or click a value, if provided.

For example, click [] » type Accounts to search for addresses from the
Accounts department. Use the operator that is most appropriate for your
search. Your search criteria, such as a person’s name or a subject, can include
wildcard characters such as an asterisk (*) or a question mark (?) Filter is not
case-sensitive to the criteria you type.

To add more filter conditions, click the last drop-down list » And.
After specifying all filter conditions, click OK.

Read the text beginning with “Include entries where...” as you create your
filter. This summarizes how your filter will work.

Tips

¢ To filter the system Address Book while you’re away from the office,
click Remote » Send/Retrieve and follow Steps 3 to 7. It is best to
retrieve your Address Book through a network connection while
you're at your office, since this process can take a long time.

¢ Ifyou have defined several rows of filter conditions, you can remove
a row by clicking the last drop-down list » Delete Row.

¢ For more information on operators see Filtering under Finding Items
in Your Mailbox.
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Deleting Items in Your
Remote Mailbox

Use Delete, Empty Trash, and Remote Disk Space Management to remove
items from your Remote Mailbox and to free up disk space.

Deleting Items In Your Remote Mailbox

If you sent an item with old or wrong information, or you need to reschedule an
appointment, use Delete to retract that obsolete item from the recipients’
Mailboxes. You can retract mail and phone messages from the Mailboxes of
those recipients who haven’t opened them. Appointments, reminder notes, and
tasks can be retracted at any time.

The next time you connect to your master GroupWise system, the changes in
your Remote and Master Mailboxes will automatically synchronize. You can turn
off this synchronization by changing the delete options in Remote Options. See
Preparing to Use Remote under Using GroupWise Away from the Office.

1 Click the item in your Mailbox.
2 Click Edit » Delete.
3 Ifyou’re deleting an outgoing item, click one of the available options.
4 To free up disk space, click Edit » Empty Trash.
This permanently removes all deleted items from your Remote Mailbox.

5 To synchronize your Remote and Master Mailboxes, connect to your master
GroupWise system.

Tips

+  Waiting until you have several send and retrieve requests before
connecting saves you time and money.
In Step 2, you can also click an item » press the Delete key.

¢ If you don’t want to synchronize deletions between your Remote
Mailbox and Master Mailbox, click Tools » Options » double-click
Remote * click the Delete Options tab > click the options you
want.

*  For help on a dialog box option, click [ the option.

Removing Unneeded Files From Your Remote Mailbox

Remote Disk Space Management lets you delete unneeded documents and
stranded files from your Remote Mailbox. You see a list of the documents in
your Remote Library, the document sizes, the document and version numbers,
and the last accessed or modified dates. The list is sorted by file size.

When you work in a document after connecting to the Master Mailbox, the date
of that action appears in the Accessed column. Actions include opening, viewing,
printing a document and so on, but don’t include retrieving a file from the
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Master Library. Documents that are opened after connecting to your Master
Mailbox also have a date logged in the Modified column.

Deleting files with Remote Disk Space Management will not remove them from
the Master Library. It will also not remove the document references for the
deleted documents. The files are only removed from the computer where you
have your Remote Mailbox, freeing disk space for you. If you delete an In Use
document, its status is reset to Available in the Master Library the next time you
connect.

1 Click Remote > Disk Space Management.
2 Click the document you want to delete » click Delete.
3 When you're done, click Close.

Tips
¢ You can select multiple documents using Shift+click for consecutive
documents or Ctrl+click for nonconsecutive documents.

Configuring Your Remote Connections

To access your Master Mailbox to send or retrieve information, you must
connect to your master GroupWise system through a modem connection, a
network connection, or a TCP/IP connection. When you use Hit the Road to
set up your Remote Mailbox, GroupWise creates the appropriate connections
based on how you are currently running GroupWise.

For example, if you use a drive mapping to connect to your GroupWise post
office, GroupWise creates a network connection and the modem connections for
all asynchronous gateways detected in your master GroupWise system. If you’re
running GroupWise in client/server mode, GroupWise creates a TCP/IP
connection instead of a network connection. You can create new connections as
well as change or delete existing ones. When creating a new connection, you can
copy an existing connection, then edit the duplicated settings to create the new
connection without redoing every setting.
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Modem Connections
In most cases, you will use a modem to connect to your master GroupWise
system via a gateway when you are away from the office.

MASTER GROUPWISE SYSTEM

i |

Post Office
with Your
Master

Sl Your Remote

Gateway Modem Computer

Connection
[ A

Your modem uses the information from the Connection Configuration dialog
box to connect to your Master Mailbox.

A modem connection is similar to a phone call. You need the telephone number
of your master GroupWise system that is part of the Connect To information.
Other Connect To information includes the ID and password of the gateway
you’re connecting to.

As in a phone call, dialing prefixes may change when you connect from a
different location. For example, when you’re at a hotel, you often need to dial 9
to access an outside line. If you’re at home, you don’t need this prefix. You'll
need to set up the dialing information for each remote location. After setting up
the dialing properties for your remote locations, use Connect From in the
Connection Configuration dialog box to select a remote location when
connecting to your Master Mailbox. For more information about setting dialing
properties for each remote location, see your Windows documentation.

TCP/IP Connections
TCP/IP connections use an IP (Internet Protocol) address and port to connect to
your master GroupWise system.

If you use a toll-free Internet provider while you are away from the office, you
can avoid phone charges by using a TCP/IP connection. In addition, you don’t
need to exit an Internet connection and hang up the phone to connect to your
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master GroupWise system via a modem connection. You can use the same
Internet connection to connect to your master GroupWise system. If you’re
connected to your Master Mailbox in client/server mode and use Hit the Road
to set up your Remote Mailbox, GroupWise detects the IP information and uses
it to create a TCP/IP connection for you. If you need the IP information, check
with your system administrator.

Network Connections
When you’re at the office, you can run GroupWise against your Remote
Mailbox and connect to your master GroupWise system through the network.

MASTER GROUPWISE SYSTEM

File
Server Computer
with your
~_rn Remote
4 ' mailbox
Post Office ; |:|
with Your
Master
Mailbox
=| File
Server
A
Post Office

A network connection is useful for retrieving large amounts of information, such
as your system address book, because it transfers information faster than a
modem connection and saves long-distance phone charges.

Creating a Modem 1 Click Tools » Options > double-click Remote.

Connection 2 Click Connections » Connect To » New.
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3 Make sure Modem is selected » click OK.

TCP/IP Connection [ 21x]
LConnection name: “ oK |
IP &ddress: ‘ Cancel

IF Part \
Disconnect method
* when all updates are received
" Da not wait for responses
" Manually

4 In the Connection Name box, type a description.

For Steps 5, 6, and 7 below, contact your system administrator for your
gateway’s phone number, login ID, and password.

5 Click the country code > type the area code and phone number for the
gateway to your master GroupWise system.

6 Type the gateway login ID.

7 Click Password » type the gateway password » click OK » retype the
password *» click OK.

8 Click the Advanced tab.

9 If your modem requires a script, click Edit Script > specify the necessary
When Given and Respond With commands.

Modem Connection H
Cohnection name: |\ oK
Phone number: | Cancel

Gateway zettings
Gateway lagin ID Pagsword

Modem settings

Modem;

Modem script: Q Edit Script

Disconnect method Redial
& when all updates ars received Attempls: =
el Attempts 5 5'
€ Do naot wait for responses
® el Retry interval: |1 J::I min.

To save the script without changing its filename, click Save » Close.
or
To save the script with a new filename, click Save As » Close.
10 Click a disconnection method.
11 Click Attempts > specify the number of times to redial if the line is busy.

12 Click Retry Interval » specify the time interval between each redial attempt.
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13 Click OK » Close.

Tips
¢ If your modem requires a script to access your Master Mailbox,
contact your system administrator. To retrieve an existing script file,

click H after Step 8 * select the script file » click Open.
¢ For help on a dialog box option, click ﬂ » the option.

Creating a TCP/IP 1 Click Tools » Options > double-click Remote.

Connection 2 Click Connections » Connect To » New.

3 Click TCP/IP » OK.

TCP/IP Connection H
LConnection hame: || oK
|P faddress: | Cancel
IP Bart: |
Disconnect method

& when all updates are received

" Da not wait for responses

 Manually

Type a descriptive name for the TCP/IP connection.

Type the IP address and port information provided by your system
administrator.

Instead of an IP address, you can also type the DNS host name in the IP
Address box. Check with your system administrator.

6 Click a disconnection method » OK » Close.

Tips

¢ You can also click Remote » Send/Retrieve » Configure to create a
TCP/IP connection. —

*  For help on a dialog box option, click [ 8 the option.

Creating a Network 1 Click Tools » Options » double-click Remote.

Connection 2 Click Connections » Connect To » New.
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3 Click Network » OK.

Metwork Connection [ 7]

LConnection name: “ oK |
Eath to post office: H Cancel

Disconnect method

* when all updates are received
" Do not wait for responses
" Manually

Type a descriptive name for the network connection.
Type the path to any post office directory in your master GroupWise system.

Contact your system administrator for the path to your post office. You can
also connect to any post office in your master GroupWise system to access

. 5
your Master Mailbox. You don’t need to connect to the post office
containing your Master Mailbox.

6 Click a disconnection method » OK » Close.

Tips
*  You can also click Remote » Send/Retrieve » Configure to create a

network connection. —
+  For help on a dialog box option, click [ the option.

Copying a Modem, 1 Click Tools » Options » double-click Remote.

gg::]v;:g::o%r TCP/P Click Connections » Connect To » a connection > Copy.
Modify the connection * click OK.

Editing a Modem, 1 Click Tools » Options > double-click Remote.

gﬁ;‘:g;';;o‘:l' TCPAP Click Connections » Connect To » the connection » Edit.

Make the necessary changes » click OK.

Deleting a Modem,
Network, or TCP/IP
Connection

1 Click Tools » Options » double-click Remote.
Click Connections » Connect To » the connection.

Click Delete » Yes.
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Specifying Your 1 Click Tools » Options double-click Remote * click Connections.
Remote Location

Connection Configuration H
Current settings
Connecting from:  ({XS=IiT ) [
Connecting to: Client/Server connection to = Caonnect Ta.

Connect using: TCRAP

2 To select your remote location, click the Connect From drop-down list »
the remote location.

3 To change the dialing properties of your modem, click Connect From »
specify changes in the Dialing Properties dialog box * click OK.

Tips
¢ For help on specifying Dialing Properties, see your Windows

documentation.
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Using Dial Sender

Use Dial Sender to call the sender of an item. When you click Dial Sender,
Conversation Place opens and completes your telephone call.

Calling the Sender of
an ltem

1 Click Tools » Dial Sender.

Conversation Place opens, then it completes the telephone call for you.

Tips
¢ The sender must have a telephone number in order for Conversation
Place to complete the call.

Using Gonversation Place

260 Using Conversation Place

Conversation Place lets you manage your telephone directly from your deskeop.
You can answer your phone, place callers on hold, use the speaker phone,
conference other callers, and more. You can even look up phone numbers and
dial numbers directly from Conversation Place.

Conversation Place is a component within the GroupWise environment. It
exposes and simplifies many commonly available, yet little-used features of the
telephone. Address Book is closely integrated with Conversation Place to provide
quick and easy access to any user information listed in corporate and personal

address books.

Conversation Place can control phones using either TAPI or TSAPI. TAPI
requires either a modem or a TAPI service provider and TAPI32.DLL installed
on client computers. TAPI32.DLL is installed by default when Windows® is
installed. TSAPI requires a working TSAPI TServer, CSTA32.DLL, and Novell®
Client 32™ installed on client computers.



Starting Conversation 1 In the GroupWise Main Window, click Tools » Conversation Place.
Place

Conversation Place
File Edit Phone Toolzs Help

Doug Anderson il |
32121 Close |
Time:  3:21 P Hold |

Begin: 0:00 Elapsed: 000
flew Al |

Recent Calls vI Speed Dial vI Coriference |
@ ;
|| Enter Mame = |

I Enter Phone Mumber j Tratsfer |
ILocaITime: Bemove |

A
’ Motes L
|
Calling Someone 1 Begin typing the name of the person in the Enter Name box until the name
you want appears.
2 Click Dial.
Tips

* If the person you want to call is not listed in your GroupWise
Address Book, type the number you want to call in the Enter Phone
Number box.

+ o dial one of the ten most recent outgoing or incoming numbers,
click Recent Calls » the number.

* To quickly dial someone on your Speed Dial list, click Speed Dial »
the name.

+ To look up names and numbers in the GroupWise Address Book,

click .

Placing a Conversation 1 Click Hold.
on Hold

Tips
* To reactivate a conversation, click Hold again. You can also click the

button representing the conversation you want to reactivate on the
Callbar at the bottom of the Conversation Place window.
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Hanging Up 1 Click Hang Up.

Click Transfer.

2 Begin typing the name of the person in the Enter Name box until the correct
name appears.

Transferring a Gall

—t

3 To announce the new call to the person you are transferring to, click Dial »
announce the call » click Transfer.

or

To transfer immediately, click Transfer.

Tips

¢ If the person you want to call is not listed in your GroupWise
Address Book, type the number you want in the Enter Phone
Number box.

¢ Tolook up names and numbers in the GroupWise Address Book,

click .

Dialing a Recently 1 Click Recent Calls > the phone number or name.
Used Number

Tips
¢ The ten most recent outgoing and incoming numbers appear on the
Recent Calls list.

Dialing a Number Using  You can add numbers to your Speed Dial list in Conversation Place Options.
Speed Dial 1 Click Speed Dial » the number.

Placing a Conference 1 While you have either an active conversation or a caller on hold, click
Call Conference.

2 Begin typing the name of the person you want to conference in the Enter
Name box until the correct name appears.

3 Click Dial.

Tips
¢ Tolook up names and numbers in the GroupWise Address Book,

click .
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Merging Conversations

Use Merge to connect two existing conversations. For example, if you are talking
to one caller while you have another caller on hold and you realize all three of
you need to be in the same conversation, instead of hanging up on one caller and
calling back to conference, you can simply merge the calls. If you have more than
two active conversations, Conversation Place lets you choose the conversations
you want to merge. To add a new caller to an existing conversation, use
Conference.

1 While you have one caller on hold and an active conversation, click Merge.

Using the Phone Log

When you use Conversation Place to manage your phone, GroupWise creates a
folder in the Folder List called Phone Log. Each time you make or receive a
phone call while Conversation Place is open, GroupWise creates a corresponding
item in the Phone Log folder that records the details of the call, such as the time
of the call, the duration, and the identity of the caller. You can also record
reminder notes about the details of calls you make and receive. GroupWise
records these reminder notes as part of the item created in the Phone Log, and
you can view the reminder notes at any time, just like any other item in your
Folder List.

Creating Notes in the Phone Log
1 If the Notes Box isn’t displayed, click :l in the main Conversation

Place window.

2 Type in the Notes box that appears at the bottom of the Conversation Place
window.

3 Click Close to terminate the conversation.

The notes you type are recorded along with other details about the call in the
Phone Log folder in the Folder List of the GroupWise Main Window.

Specifying Information
Ahout Your Location

Use Location Information to tell Conversation Place how your phone system
works so your calls are dialed correctly. You can set default phone systems,
extension number ranges, access methods, and city codes. You can create several
settings and select the one appropriate to where you are working.

Creating a Location Setting
1 Click Tools » Locations.
2 Specify the location options you want for this location.

3 Click New.
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4 Type a name for the new setting » click OK.

Tips
¢ You can create as many location settings as you want, and then use
them wherever you go.

Selecting a Location Setting

1 Click Tools » Locations.

2 Click a location name in the Location Name drop-down list.
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Setting Options for GroupWise

Use Options to customize GroupWise® by setting options that are in effect each
time you start GroupWise. You can set options that make your work more
efficient, change how GroupWise looks, and accomplish specific tasks.

For example, you can use Environment Options to change the interface language
GroupWise uses, or you can use Send Options to specify that you get a return
receipt for every message you send. You can also use Options to subscribe to
Notify, specify an archive folder, and so forth.

Delaying Deliveryof an 1
Item

Mail and Phone Properties HE

To delay the delivery of one item, open an item view * click File »

Properties.

or

To delay delivery of all items you send, click Tools » Options » double-

click Send.
Click Delay Delivery.

In the Until boxes, specify the day and time you want the item delivered.

Send Opticrs l Status Tlacking] Securit_l,l]

Classification [~ Expiration date
Mormal - After _|:| dayz
Priarity v Delay delivern
£ High For B ;I days
* Standard
£ Low Uil

Thu, Apr 30, 1338
[ Beply requested 11:53 FM
{+
. _|:| davs

V' Natify recipients

[T Corvert attachments

ak. | Cancel

The day and time the item
will be delivered appear in the
Until boxes.

4 Click OK.
Getting a Return 1 To get a return receipt for one item, open an item view > click File »
Receipt for Iltems You Properties.
Send o
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To always get a return receipt for items you send, click Tools » Options »

double-click Send.



2 Click the Status Tracking tab.

3 In the Return Notification group box, specify the type of return receipt you

want.

(2] ]

Mail and Phone Properties
Send Options ~ Status Tracking l Security]

[+ Create a sent item to track information
" Delivered

" Delivered and opened

% Al information

[T Auto-delete sent item

BReturn notification

‘when opened

L3

M ail Receipt

‘when deleted

Cancel

=]

4 Click OK.

Tips

* To get a return receipt through Notify, you must first subscribe to

Notify. See Running Notify.

Requesting a Reply for 1
Mail and Phone

Messages You Send or

To request a reply for all items you send, click Tools » Options » double-

click Send.
2 Click Reply Requested.

Setting Options for Group Wise

To request a reply for one item, open an item view » click File » Properties.

267



3 Specify when you want to receive the reply.

Mail and Phone Properties
Send Dptions l Status Tracking] Securityl
Clazszification [~ Expiration date
MHormal g After _|:| dayz
Priarity WV Delay deliveny
€ High -
= Faor |2 = days
& Standard .
o o Until
Thu, Apr 30,1938
11:53 P

% When convenisnt
- < v i ipi
 \itkin [0 = A [¥ Motify recipients

™ Conwert attachments

QK | Cancel

4 Click OK.

Tips .
¢ The recipient sees B2 at the top of the message. If you select When
Convenient, "Reply Requested: When convenient" appears at the

top of the message. If you select Within x Days, "Reply Requested:
By xx/xx/xx" appears at the top of the message.

Spec_ifying Where 1 Click Tools » Options.
g{::l(;:&d Items Are 2 Double-click Environment * click the File Location tab.
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3 Specify the location of your archive directory in the Archive Directory box.

Environment H
General] iews File Location l Claanup] Signalurel

Archive directony:
|':.\NDVE LLAGroupiwisebarchives Q

LCustom views:

| o

Save, check out:

| o

Cancel

4 Click OK.
Changing the Priority 1 To change the priority of one item, open an item view » click File »
of Items You Send Properties.
or

To change the priority of all items you send, click Tools » Options »
double-click Send.

2 In the Priority group box, select High, Standard, or Low.

Mail and Phone Properties HE
Send Options l Status Tracking ] Securit}l]

Classification [~ Expiration date
Mormal © Aifter 5' days

Pririty [ Delay delivery
£ High For _|:| daps
ol Until

[~ Beply requested J
o

v Hotify recipient
e ’—_J days Hatity recipients

™ Corvert attachments

[1]3 | Cancel
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3 Click OK.

Tips
¢ The small icon next to an item in the Mailbox is red when the

priority is high, white when the priority is standard, and gray when
the priority is low.

Ghangin_g the 1 Click Tools » Options.
E;::ﬂ!;v!::e Interface 2 Double-click Environment » click the General tab.

3 Click a language in the Interface Language drop-down list » click OK.

Environment [ 7]

General ]Views ] File Locatmn] Cleanup] Signature]

Interface language: Default action

Sent items:
" Open item

Yiew options

" (* Shaw properties
[” Bead nest after accept. decline or delete

[T Open new view after send

Attachments:
Refiesh interval " Wigw attachment
X = . = + DOpen attachment
Ewvery: |1 5' minutes [0 5' seconds
¥ Prompt on empy filker [T Check speling befare send

W Prompt on empty find

Cancel

Changing Your Default 1 Click Tools » Options.
Views
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2 Double-click Environment * click the Views tab.

Environment H

Gereral iews lFiIe Location] Claanup] Signalurel

Item type Wiews:

= iai " ppointment L
] Sppanimen t il [zsimple]

" Phone " Reminder note

" Task " Calendar

~+ Group " Posted

[ Use default views for reading Set Default Wiew

Cancel
3 Click an item type.
4  If the selected item type is Task, Appointment, or Reminder Note, select
Posted or Group.
5 Click the view you want as your default in the Views list box.
6 Click Set Default View.
GroupWise marks the item as the default by placing an asterisk (*) next to
the view name in the list box.
7  Repeat Steps 3-6 until you have selected a default view for each view type.
8 Click OK.
Tips

*  The group default views you select appear when you click the toolbar
buttons. The personal default views you select appear when you

double-click the Appointments, Reminder Notes, or Task Lists in
the Calendar.

Specifying How Long 1 Click Tools » Options.
:faf?[:]esaozlf:i,: nt an 2 Double-click Date & Time * click the Calendar tab.
3 Make sure Set Alarm When Accepted is selected.
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4  Specify the minutes before an event that you want an alarm to sound.

Date Time Dptions HE
Calendar 1 Busy Searchl Formal]
Month Display Option Line, Color Optioks
S M T W T F § Color Lines
First af wesk. [ S S S S S Appointments rd
Highlightday: [ [ [ [T [T [T ¥ Reminder notes @ W
™ Show week number Tasks b
Appointment Options Alamm Options
[T Include myselt on new appointments IV Set alaim when accepted
Display appointment length .
& Duration Drefault alarm time:
" End date and time haurs: minutes: o 5' minutes
Default appointment length: |1 5' 1] 5'
Work Schedule
Stat fime 500 AM S M T WT F §
End fime: 500 FM Wokdys ~ ¥ ¥ F F ¥ T
5 Click OK.
Automatically Spell- 1 Click Tools » Options » double-click Environment.

Checking Every

Message You Send 2 Click Check Spelling Before Send.

Assigning Passwords to Your Mailbox

You can assign a password to your Mailbox to prevent others from accessing your
GroupWise items without permission. Passwords are case-sensitive (for example,
Wednesday is not the same as WEDNESDAY). Once you assign a password,

you are prompted for it each time you open GroupWise. If you decide you no
longer want to be prompted for a password, you can remove it.

If you want Windows® to remember your password the next time you log in as
yourself on the machine, click Remember Password. You can also click No
Password Required with NDS in Security Options to have Novell Directory
Services store your GroupWise password. You can then log into GroupWise

without typing in your password at any machine, as long as you are logged into
NDS as yourself first.

If you forget your password, you will not have access to any of your items.

Setting a password for your Mailbox does not affect your proxies’ ability to
access your Mailbox. A proxy’s ability to access your Mailbox is determined by
the rights you assign him or her in your Access List.
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To use GroupWise Remote, you must assign a password to your Master
Mailbox. If you assign a password when you’re running Remote, the password
you create affects your Remote Mailbox only. For example, if you are running
GroupWise Remote at home and you create a password in Security Options, the
password you create is in effect only for your Remote Mailbox. The password
does not affect your Master Mailbox at the office. If you selected No Password
Required with NDS, you will still be prompted for a password when using
Remote.

Creating a Password
for Your Mailbox

1 In the Main Window, click Tools » Options.

2 Double-click Security » click the Password tab.

3 In the New Password box, type the password.

4 In the Confirm New Password box, type the password * click OK » Close.

Removing Your
Password

Click Tools » Options.

Double-click Security » click the Password tab.
Type your old password » click OK.

Click Clear Password.

Click OK » Close.

gl A W N =

Changing Your
Password

In the Main Window, click Tools » Options.
Double-click Security * click the Password tab.
In the Old Password box, type the password you want to change.

In the New Password box, type the new password.

gl A W N =

In the Confirm New Password box, type the new password again » click
OK » Close.

Tips
+ Ifyou forget your password, you will not be able to access

GroupWise. Contact your system administrator for assistance.
* DPasswords are case-sensitive.

Assigning Passwords to Your Mailbox 213



Gustomizing Your Toolbar

Use the toolbar to access many of the features and options found in GroupWise.
When you use certain features (for example, when you are in your Calendar), the
toolbar for that feature appears.

To find out about a toolbar button, move the mouse pointer over the button
and read the tool tip that appears.

Use the display settings drop-down list on the toolbar to change the display of
your Item List. For example, you can display sent, received, or posted items.
Click the drop-down arrow to see the available display settings.

You can customize each toolbar by adding and deleting buttons, choosing button
order, and placing separators between buttons.

Choosing How Your
Toolbar Appears

1  If the toolbar is not displayed, click View » Toolbar.
2 Right-click the toolbar » click Properties.

3 Click the Show tab.
4

Choose how you want the toolbar to appear > click OK.

Customizing Your
Toolbar
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1 If the toolbar is not displayed, click View » Toolbar.
2 Right-click the toolbar » click Properties.

3 Click the Show tab.
4

To remove or show the display settings drop-down list, deselect or select the
Show Display Settings Drop-Down List check box.

al

Click the Customize tab.

To add a button, click a category from the Categories list box » click a
button in the Controls box > click Add Button.

Categories are menu titles in the Main Window. The buttons in the
Controls box correspond to features found under the menu titdle. For
example, the buttons for the File category are actions under the File menu
(opening views, printing, saving, and so on).

7 To remove a button, drag it off the toolbar.

8 o change the order of a button on a toolbar, drag it to where you want it to
display.

9 To add or remove space between buttons, drag one button away from or
toward the other button.



10 Click OK.

Tips

¢ When you drag buttons off the toolbar and move buttons around,
the Toolbar Properties dialog box must be open.

+ Toolbars change depending on the view you are in. To customize a
toolbar, you must be in the view displaying that toolbar.

*  You can also add buttons by dragging them from the Controls box
onto the toolbar.

* If you want to view a description of a button, select the button in
the Controls box » read the button’s description in the Description
box.

*  You can choose if toolbars display with pictures only or with both
pictures and text. You can also choose to display your buttons in
one row only or in multiple rows, depending on the number of
buttons.

Gustomizing Your Library Settings

GroupWise lets you customize settings for the libraries in which you store and
create documents. You can specify a default library, default sharing rights,
default document properties layout (such as the order and size of fields), and
default values for document properties. You can also specify whether you want to
use the short or long form of the property sheet. The library and property
settings you specify only affect your library setup. You cannot modify other
users’ settings.

Default Library

You can change the default library. When you create, import, or copy a
document in GroupWise, it is saved in the default library, unless you specify a
different library. In addition, Find searches for documents in the default library
first. See Managing Your Documents in GroupWise under Creating and Working

with Documents.

Default Property Values

You can specify default values for the document property fields that can be
edited. The default values are used when you create a new document or import a
document into the selected library. If no default values have been specified for
author and document type, GroupWise uses the creator’s name as the author
and Document as the document type. See Managing Your Documents in
GroupWise under Creating and Working with Documenis.
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Default Sharing Rights

If you usually share your documents with the same users or groups, you can
specify default sharing rights for all the documents you create. Once you've
specified default sharing rights, GroupWise applies these rights to each
document you create or import into the selected library. See Managing Your
Documents in GroupWise under Creating and Working with Documents.

Document Tah Configuration

You can customize the display of the Document tab in Properties. The
Document tab appears each time you create, import, copy, or select Properties
for a document. You can specify which fields you want to display on the
Document tab. In addition, you can specify the number of lines in each field, the
field’s order on the dialog box, and you can insert blank lines and separators on
the dialog box.

Document Property Sheets

When you create a new document or a new version of a document, GroupWise
prompts you to specify document properties. You can specify whether you want
GroupWise to prompt you for the document subject only or for all the
document properties. See Managing Your Documents in GroupWise under
Creating and Working with Documents.

Document Management Integration with Other Applications

If you are using integrated applications, such as WordPerfect or Microsoft Word,
you can specify whether you want GroupWise Library features integrated with
the application’s Save and Open features. To use the integration, you must have
installed Integrations during GroupWise Setup. If you didn't install Integrations,
you can run Setup again to install them now. See Managing Your Documents in
GroupWise under Creating and Working with Documents.

Setting the Default
Library

You can change the default library. When you create, import, or copy a
document in GroupWise, it is saved in the default library, unless you specify a
different library. In addition, Find searches for documents in the default library
first.

1 Click Tools » Options » double-click Documents.
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2 Click the library you want to use as a default.

Documents Setup EHE

Library Configuration | integrations | General|

Library names:

Properties... |

ORM21-LIB3
ORM2-2-LIEA
ORM2-3-LIB1
ORM3-1-LIE1
ORME-1-LIBT

Set Default

oK I Cancel

3 Click Set Default » OK.

Using Startup Options

GroupWise has optional commands that you can use when you start the
program. Some of these options are for your convenience, while others are
necessary to run GroupWise on your particular hardware. You can run startup
options by specifying them after the command line in the target for your

GroupWise shortcut.

GroupWise Startup Options
This Startup Option

/@u-?

/@u-USER ID

/bl

lc

Does This

Displays a login dialog box whenever you open
GroupWise, allowing you to supply any
necessary login information.

Lets you use your GroupWise user ID to open
GroupWise as yourself on another user's
computer. The other user remains logged on
to the network.

Prevents the GroupWise splash screen from
being displayed when you enter the program.

Checks for unopened items. If there are
unopened items, GroupWise opens as usual.
Otherwise, GroupWise does not start.
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This Startup Option

/cm

/ipa-<IP ADDRESS>
/lipp-X

N1-XX

NNa-<NETWORK ID>

/nu

/ph-PATHNAME

/ps-PATH TO REMOTE
DATABASE

GroupWise Language Codes

Does This

Checks for unopened items. If there are
unopened items, GroupWise opens minimized
and a beep sounds. Otherwise, GroupWise
does not start.

Lets you specify the IP address. Type the
address in place of <IP ADDRESS>.

Lets you specify the IP port. Type the port
number in place of X.

Applies only if you have two or more language
versions or language modules. This option
instructs GroupWise to override the default
environment language (under General
Environment in Options) with the language
specified by the language code (XX). The

language codes are listed below.

Lets you log on to another user’s computer
using your network ID. The other user remains
logged on to the network. Type your network
ID in place of <NETWORK ID>.

Turns off AutoUpdate. If this option is
selected, click View » Refresh whenever you
want to update the display with the items
currently in your Mailbox.

Lets you specify the path to the post office.

Opens GroupWise in Remote mode. This
startup option can be used in the Target box
only.

The following table lists the language codes used by all Novell® products.
GroupWise may not yet be available in some of the listed languages. For current
information, contact your local reseller.

Language
Afrikaans

Arabic

Catalan

Croatian
Czechoslovakian
Danish

Dutch
English-Australia

Language Code
AF

AR

CA

HR

CS

DK

NL

oz



Language
English-Canada

English-United Kingdom

English-United States
Finnish
French-Canada
French-France
Galician
German-Germany
German-Switzerland
Greek

Hebrew

Hungarian
Icelandic

Italian

Japanese
Norwegian

Polish
Portuguese-Brazil
Portuguese-Portugal
Russian

Slovak

Spanish

Swedish

Turkish

Ukrainian

Language Code
CE
UK
Us
SU
CF
FR
GA
DE
SD
GR
HE
MA
IS
IT
NI
NO
PL
BR
PO
RU
SL
ES
NY%
TR
YK

Using a GroupWise
Startup Option

1 Right-click the GroupWise icon on the desktop » click Properties.

2 Click the Shortcut tab.
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3 In the Target box, after the GroupWise executable, type a space * type the
startup option(s) > click OK.

GroupWwise 5 Properties

General  Shartcut l

Grouptaize B

Target tppe; Application

Target location: Grouphwize

Target: |C: SHOWVELLAGroupiaizehGiphafise. exe Agu-?

Start in: |C:\NDVELL'\GHDUFWISE

Shortcut kew: |None

Bun: | Mormal window j

Eind Target... | Qhangelcon...|

ak. Cancel
| | |

4 Restart GroupWise.

Tips
In the example above, the option /@u-? is used to display a login
dialog box a user can supply with login information whenever he or

she opens GroupWise. This option is useful when two or more users
share a workstation but have separate GroupWise Mailboxes.

*
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Using GroupWise Desktop

Use GroupWise® Desktop (GW Desktop) to access your appointments,
reminder notes, and tasks quickly without having to open the GroupWise
Client, thus freeing up system resources for other uses. GW Desktop displays
your Calendar as well as the GroupWise Marquee (GW Marquee), which runs
across the bottom of the window. GW Marquee displays the most recent
information arriving in your Mailbox, and can also be run independently of GW
Desktop.

Use GW Desktop if you spend a lot of time in GroupWise, but do not like to
interrupt what you're currently doing to view your appointments, tasks, or
reminder notes.

From GW Desktop, you can perform most of the actions possible from the
GroupWise Client on your appointments, tasks, reminder notes, and messages.
You can read items, accept or decline them, delete them, mark them private,
move them to other dates, and mark your tasks completed.

When you send a message or schedule an appointment from GW Desktop, the
GroupWise Client opens, allowing you to finish filling out the message or
appointment.

Actions You Gan GComplete from GW Desktop

You can read incoming items in your GroupWise Desktop Calendar or Day
Schedule view, or GW Marquee. Posted appointments, tasks, and reminder
notes appear in your GW Desktop Calendar and GW Marquee. Once accepted,
they appear in your Calendar only. Once you have read an item, it appears as
Read in the sender's status Properties.

Alarms are set by default for all appointments, but you can remove an alarm if
you want. You can also move items to a different date.

Reading Items 1 In GW Marquee, place the mouse pointer over the item’s title.

2 If the item is a message, the message text appears. If the item is an
appointment, task, or reminder note, the Subject, Time, Date, Place, From,
and To boxes are shown.

= GroupWise Marquee o sl [

I dac L=—4| Doug Anderson @us b zemoee Doug &nderson {11:00

From: Doug Anderson
Subject G Marguee

[The G Marquee feature lets you place your cursor on a ;I
message and read it without opening Groupha/ize.
[
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3 When you are finished, move the pointer outside of the pop-up window to

close the message.

or

Right-click in the message information area above the message text » click
Delete.

Accepting or Declining
Items

1 From the GW Desktop Calendar or Day Schedule view, right-click the

appointment, task, or reminder note.

2 Click Accept or Decline.

‘iill GroupWise E[=]

NEEEEEN

12 |13 (14 (15 [16 (17 |18

Decline

11:000 [ Delete
Remaove Ajam
Show Az 3
Mark Private

If the item is an Auto-Date item, click This Instance or All Instances.

If the item is an appointment you accepted, right-click the appointment
again » click Show As » select a level of availability.

5 Ifyou do not want an alarm set for this item, click Remove Alarm.

Tips

*  Unaccepted or undeclined items are in italics. When they are
accepted, the text displays normally.

*  Free, Tentative, Busy, and Out of Office are Show Appointment As
types or levels of availability that affect the way the appointment is
displayed in Busy Search and in your Calendar.

Moving ltems to a New
Date

1

From the GW Desktop, double-click the day that displays the item you want

to move.

Drag the Day Schedule view so that you can see your GW Desktop Calendar
» move to the month containing the date you want to move the item to. If
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the date is beyond the current month, click the month or year title above the
current month to pick a new month or year.

3 From a Day Schedule view, drag the appointment, task, or reminder note to
the new date in the GW Desktop Calendar.

Deleting ltems 1 In the GW Desktop Calendar, right-click the item you want to delete.
2 Click Delete.

If the item is an auto-date item, click This Instance or All Instances.

Marking Tasks 1 Click the day that displays the task.

Completed Unmarked tasks display on the current day, and display in red.

2 Select the check box next to the task.

Tips

¢ When you mark a task Completed, a check mark appears in the
check box.

¢ To unmark a Completed task, deselect the check box next to the
task.

*  For more information, see Marking Tasks Completed under Sending
and Receiving Items.

Marking Items Private 1 Rightclick an item » click Mark Private.

Tips
*  For more information, see Marking an Item Private under Giving
Other People Access to Your Mailbox.

Setting Alarms for 1 In the GW Desktop Calendar or Day Schedule view, right-click an
Items appointment.
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2 Click Set Alarm.

Tips

¢ Alarms are set by default for appointments. To remove the alarm,
right-click the appointment * click Remove Alarm.

¢ The alarm will sound the number of minutes before the
appointment you specify in GroupWise Date & Time Options.
Notify must be running for the alarm to sound.
If Set Alarm is not visible when you right-click the appointment,
make sure that the appointment time hasn't already passed.

¢ In GroupWise Date & Time Options, you can choose to
automatically set an alarm each time you accept an appointment.

*  For more information, see Setting Alarms for Calendar Items.

sMe:sdsI:geafm::IGW 1 In GW Deskrop, click %l on the toolbar.

Desktop 2 In the To box, type a username * press Enter. Repeat for additional users.

3 To select usernames from a list, click Address » double-click each user »
click OK.

4 Type a subject.

Type a message.
6 Click Send.

Tips
¢ When you click @ on the toolbar, the GroupWise Client opens,

taking you directly to a mail message view.

Scheduling an .
Appointmgnt from GW 1 In GW Deskrop, click @l on the toolbar.

Desktop 2 In the To, CC, and BC boxes, type the names of the people you want to
invite. In addition, include any resource IDs in the To box. If you do not
know a resource ID, click Address.

Type the place description in the Place box.
Specify the start date, start time, and duration.

Type a subject and message.

Actions You Can Complete from GW Desktop 285



6 Click Send.

Tips

+ If you want to make sure the people and resources for the meeting
are available, you can do a busy search. See Checking When Everyone
Is Available under Scheduling Appointments.

¢ Duration can be in minutes, hours, or days. If you are scheduling a
three-day conference, you can schedule one appointment with a
duration of three days to cover the entire period.

Opening GroupWise o
from GW Desktop 1 Click _l on the toolbar.
Tips
¢ This opens the GroupWise Client, from which you have access to all
GroupWise features.
Viewing Your Folder .
List from GW Desktop 1 Click on the toolbar.
2 Click + to expand or - to contract the Folder List.
3 Click a folder to see the items in it.
4 To read an item, double-click it.

Tips
* Double-clicking an item opens the GroupWise Client, from which
you can read the item.
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Using Date Navigator

Use Date Navigator to select the month or day you want to view. Date
Navigator is a tool that lets you move more freely between dates in the GW
Desktop Calendar or Day Schedule view. It appears as a title bar listing the
month and year at the top of these two views, and includes the day if you are in
the Day Schedule view.

Viewing Date Navigator 1 Right-click Date Navigator.

General Properties
Date Navi
ate Navigator &' %l@llﬁl‘fﬁ v|

May 1998 > |
Today

i Froperties
3 4 (5% |6 |F oo

10 |11 [12 [13 (14 15 |16
17 |18 [19 (20 (21 |22 |23

24 |25 |26 |27 |28 (29 |30

fit... Mo items to display.

2 Click Properties.

Tips
¢ The Date Navigator general properties are not changeable.
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Changing Dates Using 1 To change days in the Day Schedule view, click the date number (for
Date Navigator example, click 25 in the date 25 October 1998) » click a day.

|
|

&) Day Schedule

2 To change months, click the current month name in the GW Desktop
Calendar or the Day Schedule view » click a month.

3 To change years, click the current year in the GW Desktop Calendar or the
Day Schedule view » click a year.

Tips
¢ The date number is only visible from the Day Schedule view.

¢ You can also use the right- and left-arrows to change months in a
GroupWise view or to change days in the Day Schedule view.

Viewing Your GW Desktop Galendar

When you open GW Desktop, you see a Calendar. From the Calendar, you can
view your reminder notes, tasks, and appointments. You can also view all your
items for a given day.

Viewing Today’s .
Schedule in GW 1 Click 8k
Desktop 2 To change which items are displayed, click the down-arrow on the Hl-

button » click Show Appointments, Show Notes, or Show Tasks.
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3 To display an expanded view, double-click the day in GW Desktop
Calendar.

il GroupWise 8 [=] 3

B[&|= @|ﬁ # j
April 1998

Day Schedule

@D © Ap|3 Rer o Ta B T0)
Tuesd. AM

5% Rich 1:1 (lla's office]

5110 4
5301 4)
70100 4
10:304)
T.00AM [0S
11:304)
L

12.30F) |

1:00 71
1:30F)
2007
230

Tips

* A check mark next to Show Appointments, Show Notes, or Show
Tasks means that the checked item is displayed below the Calendar.

* To go to a different day, click the day in GW Desktop Calendar.

Viewing a New Date in 1 If the new date is in the same month as the current date, click the new date.
GW Desktop

or

If the date is in a different month or year, click the Month or Year in Date
Navigator *» select the month or year » click the new date.

Tips
¢ If the month calendar is visible, you can view a day's items at the
bottom of the view by clicking the day you want to view.

+ To display an expanded view of a day, double-click the day in the
Calendar.
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Viewing Another User’s
Calendar in GW
Desktop

1 Right-click any view (for example, the Day Schedule view) » click Proxy.
Click the name of the person whose Mailbox you want to access.

When you have finished your work in the other person's Mailbox, right-click
the view » click your own name to return to your Mailbox.

Tips

¢ Before you can act as a proxy for someone, that person must give
you proxy rights in his or her Access List in Options in GroupWise.
Before you can click that person's name in your Proxy pop-up list,
you must add it to your Proxy List in GroupWise.

¢ You may have limited access to the other user's Mailbox, depending
on the rights the user assigned you in the Access List in Options in
GroupWise.

¢ You can act as a proxy for any user on your post office who gives you
rights. If you want to act as a proxy for a user on another post office,
client/server must be enabled on the destination post office.

¢ For more information on Proxy, see Giving Other People Access to
Your Mailbox.

Using GroupWise Marquee

Use GroupWise Marquee (GW Marquee) to display the most recent information
arriving in your Mailbox. GW Marquee scrolls information about the items you
specify. You can customize GW Marquee to display only the items you want to
see. If you rest your pointer on an item, additional information about the item
appears. You can open GW Marquee independently or view it across the bottom
of the GW Desktop Calendar. For a list of icons, see Reading Items You Receive
under Managing Sent Items.

Displaying New Items
in GW Marquee

Use Refresh to display new items in GroupWise Marquee. For example, if a mail
message has been delivered to you, but it hasn't yet appeared in GW Marquee,
Refresh displays the pending message.

You can change the default refresh interval in the Options tab under GW
Marquee Properties. See Selecting What GW Marquee Displays below.

1 Right-click GW Marquee » click Refresh.

Using the GW Desktop
Item List

290 Using Group Wise Marquee

The Item List in Desktop or Marquee is a list of your unopened items. You can

open unread items from the Item List by double-clicking them. The Item List is
divided into columns. Each column displays information about the items in the
list. For example, columns may display the subject of items, the date, and so



forth. You can customize the column display by changing column widths, by
adding or deleting columns, and by changing the order of columns.

Add Columns to the GW Desktop Item List
1 Right-click GW Marquee » click Item List.

2 Rightclick a column heading » click More Columns > a column in the
Available Columns list box *» click Add » OK.

Tips
*  You can select multiple columns to add by pressing Ctrl while you
click columns.

Change the Order of the Columns in GW Desktop
Right-click GW Marquee * click Item List.

Right-click a column heading » click More Columns.

Click Down or Up.
Click OK.
Remove Columns from the GW Desktop Item List
1 Right-click GW Marquee » click Item List.

1
2
3 Click a column name in the Selected Columns box.
4
5

2 Right-click a column heading * click More Columns.

3 Click a column in the Selected Columns box * click Remove.
Resize Columns in the GW Desktop Item List

1 Right-click GW Marquee » click Item List.

2 Dosition the mouse pointer over the edge of a column heading until a two-
headed arrow appears > drag to resize the column.

Changing How GW 1 Right-click GW Marquee > click Properties.
:\{I::"guee Displays Your 2  If necessary, click the General tab.
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3  Set the scroll speed and scroll smoothness.

GroupWise Marquee Properties
{Gereial’| options |

Scroll speed 0 = Lawer walues result in faster scrall
- = rates

Scioll smoothness: |2 = Lower values resultin a smoother
- =1 somll (1 is smoothest)

I¥ Cache ticker data [continously repeats)

[V Dftset subject text vertically

About Grouptize Marques.. |

arK | Cancel ‘ |

4 To stop GW Marquee from scrolling, deselect the Cache Ticker Data check

box.

5 To offset the subject of the item from the rest of the item's information,
select Offset Subject Text Vertically.

6 To view the version number and other GW Marquee information, click
About GroupWise Marquee.

7 Click OK to save your changes and close the dialog box.
or

Click Apply to save your changes and keep the dialog box open.

Selecting What GW 1 Right-click GW Marquee * click Properties.
Marquee Displays 2 Click the Options tab.
GroupWise Marquee Properties
General

IV Includs uniead mail messages
¥ Include todays appointments
¥ Includs todays tasks

V¥ Include todays reminder nates

05 A Seconds needed to wait until message information appears.

Ba A Seconds between each database read.

ok | Cancel ‘ |

3 Select the items you want to include in GW Marquee.

4  Select the number of seconds you want GW Marquee to delay in displaying
the item's information.
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This is the amount of time from the instant you place the pointer over the
item until the item's information displays in a window.

5 Select the interval between times GW Desktop reads the database for new
items.

6 Click OK to save your changes and close the dialog box.
or

Click Apply to save your changes and keep the dialog box open.

Setting GW Marquee 1 Right-click the Date Navigator or GW Marquee * click Properties.
and Date Navigator .
Font Properties 2 Click the Fonts tab.
3 Click a font and a font style.
4 Click a size.
5 Click Strikeout or Underline if you want.
6 Click OK to save your changes and close the dialog box.
or
Click Apply to save your changes and keep the dialog box open.
Tips
*  You can see how the new font, font style, or size looks in the Sample
box.
Setting GW M_arquee 1 Right-click GW Marquee * click Properties.
Color Properties Click the Colors tab.

Select a property name from the Property Name drop-down list » click the
color you want to associate with the property name.

4  Select a system color * click a color you want to associate with the system color.
Click OK to save your changes and close the dialog box.
or

Click Apply to save your changes and keep the dialog box open.

Tips
¢ The selected color for each property has a sculptured appearance,

like this: .
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Using Imaging: An Overview

The ability to convert paper-based information into a usable electronic format
can free up your time and make you more productive. GroupWise® Imaging is
an application which allows you to convert such information (for example,
photographs, line drawings, and text documents) into digitized scanned images
that can be sized and moved as well as annotated, e-mailed, faxed, or printed.

Depending on the file format, image files may contain one or more images and
can be black and white, grayscale, or color. When loading and saving image files,
system performance will vary according to the hardware being used and the

image size.

Supported File Types

Supported file types can be displayed, manipulated, and saved as either the same
file type or a similar one. The following file types are currently supported.

File
EVY
BMP
PG
AWD
DCX
PCX
XIF
TIF

Tips

Description

Envoy™ image

Bitmap

Joint Photographic Experts Group
Fax

PC Paintbrush

PC Paintbrush

Xerox® Image Format

Tagged Image File Format

* If you want to convert an image to a different file type, click File »
Save As » click a file type from the Save As Type drop-down list.
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Using Annotations

296 Using Annotations

Annotations are electronic versions of the marks commonly used on paper-based
documents, for example, highlights, rubber stamps, and text notes. However,
because GroupWise Imaging annotations are digitized, they make adding,
moving, and deleting edltmg marks much easier. Also, the attributes of digitized
annotations (such as color, size, text, and visibility) can be more readily modified

than paper-based.

Annotation Tool Name
Icon

Annotation Selection
Straight Line
Freehand Line
Hollow Rectangle
Text from a File
Filled Rectangle
Highlighting Pen
Text

Attach-a-Note

k@ B B @ & 0 R

Rubber Stamp



Displaying the
Annotation Toolbar

1 Click on the main toolbar.

M GroupWwise Imaging

M= E
File Edt ‘iew Zoom Taols Help
Mountain i EifellLt |

@ @ |a|=| 588
Show Annotation Toolbar

=211 = e e s )
| m|m|

Q CANDYELLAGWIMAGENMAGE SAEiffell. ti

991 %

Tips

You can also click View » Show Annotation Toolbar.
*

The annotation toolbar can only be displayed if the file type
supports annotations.

Selecting an Existing
Annotation

1 Click on the main toolbar.
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2 Click @ on the annotation toolbar.

M GroupWise Imaging M=
File Edit “iew Zoom Took Help

Mountain t

2|5 L8 @lalzmn oel e 5 & sz 56
e EE

Approved
5/8/98

g CANOVELLAGWIMAGE SIMAGESAEiffel0. 591% 141

3 Click an annotation.

Tips

* Any annotation you wish to move, modify, or delete must first be
selected using this tool. Once the annotation is selected, it is
redisplayed with handles. To resize the annotation, click a handle
and drag the pointer.

¢ The annotation toolbar can only be displayed if the file type

supports annotations.

298 Scanning

Scanning enables you to capture paper-based data as electronic images. A
scanner is connected to a PC or network and is controlled by an application
program. The application program communicates with the scanner through an
interface called the scanner data source (driver), which is usually supplied by the
scanner’s manufacturer. The most common scanner data source is TWAIN.

TWAIN is an industry-standard specification for image capture and is supported
by most scanners.



Selecting a Scanner Click Tools » Options.
Click Scanner.

Click Select Scanner » scanner name » OK.

Click OK.

AW N =

Tips
* Ifyou are using the Enhanced Version of Imaging, click ISIS or
TWAIN after you select the scanner.

Scanning an Image 1 Click Scan » New File.
2 Click Scan.
3 Click OK.

Tips

*  No scan features will be enabled until a scanner is selected.

* Ifyour scanner uses a TWAIN driver, you may have to wait until
you are prompted to insert the page.

Opening an Existing Image
1 Click on the main toolbar.
2 Click the folder you want to look in.
3 Click the filename.
4 Click Open.

Tips
*  You can also open a registered file by right-clicking the file, then
clicking Open.
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300 E-mailing an Image

GroupWise Imaging lets you e-mail images to other users to view, to add
changes and annotations to, and so forth.

1
2

Click Ll on the main toolbar.

Type your password. (A password will only be required if one was assigned
during the creation of the Mailbox.)

Click OK.

In the To box, type the names of the people you want to send the image to.
If you need to look up names in the Address Book, click Address.

Click the Subject box » type a subject.

Click the Message box » type your message.
Click Send.

Tips

+ If the Send tool button is disabled, Windows® messaging has not
been installed on your workstation.

¢ You can also e-mail a registered file by right-clicking the file, then
clicking Send.
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Using Workflow: An Overview

A workflow is a series of steps or tasks done by several people to accomplish a
goal. Typically, a workflow contains an attached file which recipients can open
in its source application. For example, rather than printing, copying, and
delivering a file for review or approval, you can route it electronically as part of a
workflow.

IMPORTANT: Workflow is an optional GroupWise component that you install
during Setup. If you didn’t install Workflow during Setup, you won’t have
access to any of the Workflow features described in this section.

A workflow recipient can be anyone in the Address Book.
You can send a broadcast workflow to all recipients at once. You can also send a

sequential workflow to recipients in the order that you selected them from the
Address Book, depending on how you want the work to be completed.

A workflow can have one attachment. An attachment can be a file or a link. In
sequential workflows, changes made by recipients to attached files can be seen by
the next recipients. Each recipient receives a work item in the Mailbox. When a
recipient opens the work item, an attached file can be opened or edited. The four
types of attachments are explained in the table below.

Attachment Type Description

File (sent with A copy of a file from your local or network drive. Each
workflow) workflow recipient receives a separate copy of the file.
File (link) A link to a file stored on a network or shared location.

Each workflow recipient opens the same file from the
linked location. Use the
\SERVER\PATH\FILENAME format to specify a file
link, such as \ANETWORK\DATA\RESUME.DOC.

DMS document A link to a document in your GroupWise® Library.
Workflow recipients can check out, check in, view, or
open an attached document reference in the application
that was used to create it, depending on the security
privileges given to the recipients.

Internet address A link to an Internet location using a uniform resource
locator, such as http://www.novell.com/products.html.
When workflow recipients open an Internet
attachment, their Internet browser opens to the
attached Internet address.

As the workflow progresses, you can use your Mailbox or WorkFlow Central to
check the workflow status. The status is updated each time a recipient completes
a work item. When all work items are complete, you receive a workflow reporrt,
which displays the results of the workflow.
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Creating a Workflow

As a workflow originator, you decide what kind of workflow you want to send
(broadcast or sequential). You should include instructions so recipients know
what they should do. To check the progress of a workflow you sent, see Tracking
a Workflow’s Status later in this section.

1 In GroupWise, click File » New » WorkFlow.

B GroupWise WorkFlow Author

J[E E3

Suhject I\

i~ Recipien

Sitart I

Send

Add
Bemove
Femave sl
owe U

e Do

Cancel
Help

% Seguential ses " Broadcast 4 —I
Attachment:
’V Attach... | ‘
Instructions:
|
=
2 Type a subject to identify the workflow.

To add recipients, click gl » click their names in the Address Book.

To send the workflow to recipients one after another, make sure Sequential

is selected.

or

To send to all recipients at once, click Broadcast.

To attach a file, click Attach » click the Type drop-down list » an

attachment type » Browse * click the file to attach » Open » OK.

or

In the Attachment box, type the filename, path, or Internet address » click

OK.

Type instructions for the recipients.
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7 Click Start.

Tips

¢ To add a recipient to a workflow, you can type the e-mail address in
the Recipients box » press Enter.

* To change the recipient order in a sequential workflow, click a name
» Move Up or Move Down.

¢ To remove a recipient from the list, click a name » Remove. To
remove all recipients, click Remove All.

Participating in a As a workflow participant, you receive a work item which you must complete for
Workflow the workflow to continue. You can open work items in your Mailbox or
WorkFlow Central.

A work item should contain instructions from the originator of the workflow
explaining what to do. Typically, a work item also contains an attached file
which you can open in its source application. Status information shows the
workflow type (sequential or broadcast) and recipient information.

1 In your Mailbox or WorkFlow Central, open a work item.
2 Read the instructions.

3 Type your comments.
4

To open the attachment or go to the attached Internet address, click Open.
or

To open a document from your GroupWise Library, click Check Out.
When you’re done with the document, click Check In.

5 To display a recipient’s comments, click the Status tab » click a name in the
Name list.

6 To send a mail message to another recipient, click the Status tab » a name »
Reply.

7 To complete the work item and send it to the next recipient, click Done.

Tips

¢ When you open an Internet attachment, your Internet browser
opens to the attached Internet address.

+ To close the work item without completing it, click Close. The
workflow will not continue to the next recipient until you open the
work item again and click Done.

* To send a mail message to the person who started the workflow,
click Reply. This is useful when you need more information to
complete the work item.
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Viewing Status 1 Click the Status tab.

:‘I‘;zﬂrll‘(nll:letll: n from a 2 To display a recipient’s comments, click a name in the Name list.

3 To send a mail message to a recipient, click a name » Reply.

Tracking a Workflow’s A workflow status message shows information about a workflow you have sent.
Status It is updated each time a recipient completes a work item. You can open status
messages in your Mailbox or WorkFlow Central.

A status message lists the recipients, their comments, and dates for completed
work items. A check indicates the recipient has completed his or her work item.

1 In your Mailbox or WorkFlow Central, double-click a status message.
To display a recipient’s comments, click a name in the Name list.

2
3 To send a mail message to a recipient, click a name > Reply.
4

Click Close.
Viewing a Workflow If you sent a sequential workflow, a workflow report arrives in your Mailbox
Report after the last work item is completed. If you sent a broadcast workflow, you

receive a report after the first recipient completes a work item. The report is
updated each time another recipient completes a work item. You can open
reports in your Mailbox or WorkFlow Central.

A report shows the date that each work item was completed and the recipients’
comments. You can open the attached file or reply to a recipient from a report.

1 In your Mailbox or WorkFlow Central, double-click a report.
2 To open or edit the attached file, click Open.
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3 To display a recipient’s comments, click the Status tab » click a name in the

Name list.
Rf GroupWise WorkFlow Report |_ (O] x]
%E‘vubmcl IHUhln‘s Retreat Done I
Created By:  Meg Degposono
Close

Created Ore  11:44 AM B/5/97

Help
Instructions

’P\ease read the attached overview of our annual retreat. In ﬂ

Comments, indicate whether or not you will be coming, if pou
are bringing someone, how many days. and what your meal ;I

Attachments | Stalus

e Hame: Completed: Reply

ﬁ’_‘?) eaDe i 1215 P ]

“') 1:.50PM 5/5/98

“?) 3 Andrea Atzhach 9:28 AM B/6/98

"") 4 Richard Matheson 10:25 &b 5/7/98

%% 5 Pam Kubricky 1:45 PM 5/7/98

Recipient's Comments:

Mok going =
]

4 To send a mail message to another recipient, click the Status tab » a name »
Reply.

5 Click Done.

Viewing, Managing,
and Deleting Your
Workflows

WorkFlow Central keeps track of the workflows you create and participate in.
Use WorkFlow Central to view, open, save, or delete work items, status
messages, and reports.

WorkFlow Central gets information directly from the Data folder, the location
where workflow message information is stored, typically CAGWWF\DATA. If
you delete a workflow message in your Mailbox, you can still open it in
WorkFlow Central. If you delete a workflow message in WorkFlow Central, it is
deleted in both WorkFlow Central and your Mailbox.

When a new workflow message is delivered to your Mailbox, a WorkFlow
Central icon appears on the Windows® taskbar near the clock. Double-click the
icon to start WorkFlow Central or display it on top of other windows. After you
open the message, the icon disappears.

1 From your desktop, open WorkFlow Central.
or

In GroupWise, click Tools » WorkFlow Central.

2 In WorkFlow Central, double-click a work item, status message, or report.
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3 To delete an item, click it » Remove.

Tips

*  When deleting items, a confirmation message appears if the item has
not been completed.
To delete multiple items, Crtrl+click each item > click Remove.
To delete a range of items, click the first item > Shift+click the last
item *> click Remove.
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Access List
editing 96
giving others rights 96
Actions for rules 90
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Adding
names to personal address books 127
users to Proxy list 98
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importing non-Novell address books
into 116
setting properties of individual books
within 132
sharing with another user 133
using LDAP with 111
Address Books
addressing items 122
changing display 118
closing 118
column order, changing 121
concepts 108
copying from other users 115
copying names to personal 130
creating personal 127
deleting 128
editing 129
exporting addresses 116
frequent contacts 124
importing addresses 115
moving 115
opening and closing 118
predefined filters 126
removing names from personal 131
retrieving in Remote 247
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sending mail from 123
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using in Remote 249
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Addoress filters, searching for addresses
109
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121
Addresses
exporting 116
importing 115
moving 115
searching for 108
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Alarms 75
Notify 83
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selecting existing 297
Applications
documents, saving 191
integrating 221
integrating with GroupWise 220
non-integrated, using 223
using non-integrated with GroupWise
223
appointment, sending from GW
Desktop 285
Appointments
addressing 122
canceling 43
changing to other item types 37
checking status 31
confirming delivery 29
delegating 39
in GW Desktop 282
personal 44, 45
printing 68, 70
reading 66
receiving 51
recipients across time zones 52
recurring 54, 57, 58
reminding yourself 75
rescheduling 43
resending 30
saving 66
scheduling 42, 45
scheduling recurring 54
setting alarms 75
spell-checking 24
viewing 63

Archive

automatically 87
specifying default folder 268
unarchiving items 87
using 86
viewing 87
Attach-a-note annotations 296
Attaching
document references 27
files 26
sound files 28
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deleting 27
opening 28
printing 89
saving 100
viewing 28
viewing in QuickViewer 33
workflow 302
Authored folder 167
Auto-Date 54
Auto-dates 54-56, 58
accepting 51
declining 51
examples 54-56
formula functions and operators 58
automatically spell-check 272
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/bl, startup option 277
Backup, replacing document with 227
Blind copy (bc) 22
Blocking out time 44, 45
Bolded items, in Mailbox 9
Broadcast workflow 303
Browser window see Main Window
Busy 44
Busy Search 45
owning resources 102
using in Remote 248
Button Bar see Toolbar

C
/¢, startup option 277
/cm, startup option 278
Calendar 74
appointment time intervals 64
available printed formats 68
changing items 38
changing views 73
concepts 63



custom calendar views 64
filtering 146
first day of week 74
graphical display 64
icons 65
items, reading 66
overriding print settings 70
printing 68
printing the schedules of multiple
users 72
printing with current date and time
70
saving items in 66
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textual display 64
viewing 63
viewing another date 74
viewing in GW Desktop 288
viewing Mailbox as 12
viewing the schedules of multiple users
66
views 64
week numbers 64
Calendar folder 63
Calling
Conversation Place 261
the sender of items 260
Canceling appointments 43
Carbon copy (cc) 22
change dates with Date Navigator 288
Changing
item priority 269
item types 37
passwords 273
check off Task in GW Desktop 284
Checked-out
document status 180
documents, updating 183
documents, viewing 182
Checking in
documents 183
methods of 184
new versions of documents 186
unchanged documents 185
Checking out
documents 180
multiple documents 181
Clearing filters 147
Client/server 19
clock icon 65
Closing address books 118
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adding to Item List in GW Marquee
291
adding to Mailbox 13
changing order 13, 121
displaying 119
removing 14
removing from GW Marquee Item
List 291
resizing 13
resizing in GW Marquee Item List
291
sorting 13
Company information, viewing 134
complete Task in GW Desktop 284
Conditions, searching for addresses 109
Conference calls 262
Conference rooms, scheduling 102
Connections
configuring for Remote 252
modem 253, 254
network 254, 256
Remote types 230
TCP/IP in Remote 256
Contacts, frequent 124
Context-sensitive help 4
Conversation Place 260
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conference calls 262
dialing recent numbers 262
hanging up 262
merging calls 263
placing calls on hold 261
specifying location 263
starting 261
transferring calls 262
Cool Solutions, FAQ 5
Cool Solutions magazine 5
Quick Start Cards, downloading 6
sending questions to 5
Copying
documents 189
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Remote connections 257
rules 94
Create, document reference 140
Creating
auto-dates 54, 57
discussion threads 83

document references 165
document versions 194
documents 162
folders 79
groups 113
passwords 273
personal address books 127
resource rules 103
rules 90, 93
TCP/IP Remote connections 256
workflows 303
Current version, documents 194
Custom Import 171

D
Database, Remote 19
Date 74
moving item to new in GW Desktop
283
Date Navigator
changing dates with 288
concepts 287
setting font properties for 293
viewing general properties of 287
Day
calendar 73
changing first in week 74
Days
of the month, auto-date 54
of the week, auto-date 54
to search 45
decline items within GW Desktop 283
Declining
appointments, tasks, and notes 51
resource requests 102
Default library folder 167
Default library, setting 276
Defaults
document properties 161
library 160
Defaults, alarms 75
define Name Completion search order
110
Delaying delivery of items 266
Delegating items 39
delete items within GW Desktop 284
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appointments 43
attachments 27
documents 187
documents, specific versions 188
filters 147
folders 79
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items in Remote 251
Mailbox items 106
personal address books 128
Remote connections 257
rules 94
sent items 30
users from your Proxy list 99
workflow messages 306
Delivery, delay 266
Details, viewing items by 11
Dial Sender
calling 260
using 260
Dialing recently used numbers 262
Different calendar view 73
Disabling, integrations 221
Disabling rules 95
Discussion threads
creating 83
viewing items by 11
Disk Space Management, in Remote
251
Display
of items, changing 7
selecting in GW Marquee 292
Display settings drop-down list 7
display today's schedule in GW Desktop
288
Displaying
address books 118
address columns 119
annotation toolbar 297
different address book information
118
Displays, filtering 144
DMS documents, workflow attachments
302
Document histories, viewing 179
Document property sheets 276
Document references, attaching 27
Document tabs, configuration 276
Document types, deleting 187
Documents
accessing when GroupWise is not
available 218
activity, viewing 179
adding to Documents folder 168
checked-out 183
checking in 183
checking out 180
checking out multiple 181
checking status 180
concepts 159
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copying 189
copying to another library 190
creating 162
creating references to 165
default properties for 161
deleting 187
echoing 218
finding 140
folder 8
giving rights to versions 177
importing 169
integrating with applications 220
limiting access 178
new versions 194
official versions, specifying 195
opening 193
opening multiple versions 193
organizing 166
permission to modify rights 177
references 160
Remote, opening in 193
replacing with a backup file 227
retrieving in Remote 243
returning to the library 224
rights, all versions 176
saving 190
sharing 174
specifying properties of 160
storing in libraries 159
templates for 165
versions 194
versions, deleting all 188
who checked out, viewing 180

Documents folder, number of references

in 168
Downloading, items from Master
Mailbox 241

E
E-mail images 300
Echoing, documents 218
Editing
Access List 96
groups in address books 114
personal address books 127-129
Remote connections 257
rules 94
Emptying your Trash 105
Enabling, integrations 222
Enabling rules 95
Events, triggering rules 92
Existing
annotations, selecting 297

images, opening 299
Exporting addresses 116

F
FAQ, reading in Cool Solutions 5
Fields for filters and rules 152
File types, supported by Imaging 295
Files

attaching 26

documents, saving as 191

link, workflow attachment 302

opening attached 28

printing 89

routing 302

sent with workflow 302

sound, attaching 28

viewing attached 28
Filtering

displaying or hiding items 144

fields 152

system address book in Remote 249
Filters 144

clearing 147

creating 144

deleting 147

narrowing 148

operators 150

predefined 126, 134

saving 147

searching for addresses 109

using existing 146

wildcard characters and switches 149
Find

advanced 141, 142

documents 140

filtering 144

narrowing with operators 143

Results folders 138

saving results 138

searching with filters 109

specifying scope 137
Finding

addresses 108, 122

items 137

text in items 144
finish Task in GW Desktop 284
First day of week, specifying 74
Folder displays, creating 78
Folder List

icons in 8

using 78

viewing from GW Desktop 286
Folders



authored 167
calendar 63
creating 79
creating subfolders 78
customizing documents 168
default library 167
defining properties 78
deleting 79
documents 8, 166
linking items 80
moving items 80
number of references in documents
folder 168
posting to shared folders 83
renaming 78
sharing 81, 82
font properties, setting for GW Marquee
and Date Navigator 293
foreign address books, importing 116
Formulas, auto-date functions and
operators 58
forwarding items 37
Franklin Day Planners, coordinating
with GroupWise 68
Franklin Quest, printed calendar format
68
Free 44
Freehand line annotations 296
Frequent Contacts 124
addressing items 124
using predefined filters 126
Frequent Contacts Address Book, setting
properties for 125
Functions, auto-date 58, 61

G
Giving access to your Mailbox 96
Go to date 74
Granting proxy rights 96
Group appointments, scheduling 42
Group information

viewing 134

viewing in address books 114
Group items, changing to personal items

39

Groups

addressing 112,113

creating 113

editing 114

retrieving 114

searching for addresses 108

selecting addresses 122
GroupWise

integrating with applications 220
logging in to 17
opening from GW Desktop 286
overview 2
printed calendar format 68
starting 2
GroupWise Imaging, overview 295
GroupWise Library 159
GW Desktop
accepting or declining items within
283
concepts 282
deleting items within 284
moving items to new date within 283
opening GroupWise from 286
reading items within 282
scheduling appointment within 285
sending mail within 285
viewing Calendar in 288
viewing Folder List from 286
viewing Item List within 290
viewing proxy's schedule in 290
viewing today’s schedule in 288
GW Marquee
adding column to Item List 291
changing column order in Item List
291
changing how displays items 291
concepts 290
refresh 290
removing column from Item List 291
resizing columns in Item List 291
selecting what displays 292
setting font properties for 293

H

Help, getting 2

Hiding items using Filter 144
Highlighting pen annotations 296
History document, viewing 179
Hit the Road 232

Hold, putting calls on 261
Holidays, scheduling 54

Hollow rectangle annotations 296
Home Office, using GroupWise 230
HTML Messages, reading 40

I
/ipa-<IDP, startup option 278
/ipp-x, startup option 278
Icons

calendar 65

Folder List 8

item 9
Mailbox 32
Images, e-mailing 300
Imaging
annotations 296
e-mailing images 300
opening images 299
overview 295
scanning 298
selecting scanners 299
supported file types 295
Importing
addresses 115
documents 169
non-Novell address books 116
In Use status 239, 244
Incoming items, reading in Calendar 66
Information, displaying different address
book 118
Installing
GroupWise 2
Remote 233
Integrating, applications with
GroupWise 221
Integrating GroupWise with applications
221
Integrations
turning off 221
turning on 222
Interface language, changing 270
Internet
sending messages 22
workflow attachments 302
Internet messages, retracting 31
Item List
filtering 144
viewing in GW Marquee 290
Items
addressing with frequent contacts 124
changing type of 37
checking status 31
confirming delivery 29
creating documents 165
delaying delivery 266
delegating to others 39
deleting 106
deleting in Remote 251
displaying sent 29
documents 160
finding 137
forwarding 37
getting receipts 266
HTML 40
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marking unread 34
printing 88

reading 32, 66

reading in QuickViewer 33
replying to 35

resending 30

retracting 30

retrieving in Remote 237
routing 302

saving 100

sending from Remote 239
spell-checking 24

using address books to send 122

L
/l-xx, startup option 278
/la-<network, startup option 278
Languages
changing interface 270
codes 278
Laptop, using GroupWise on 230
Launching applications with alarms 75
LDAP
modifying provider properties of 111
using in the Address Book 111
Libraries
customizing settings 275
default 160
documents, copying to 190
documents, saving outside 191
linking documents to workflows 302
returning documents to 224
setting default 276
storing documents 159
Lightweight Directory Access Protocol,
using in Address Book 111
Linking, items to folders 80
list of messages, viewing in GW Marquee
290
Listing groups 112
Location, specifying phone information
263
Locking documents 178
Logging in 17
client/server 19
concepts 17
path to Remote database 19
remembering passwords 18
to network post office 20
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M
mail, sending from GW Desktop 285
Mail Message

marking Private in GW Desktop 284

sending in GW Desktop 285
Mail messages

addressing 122

changing to other item types 37

checking status 31

confirming delivery 29

forwarding 37

including in reply 36

replying to 35

resending 30

routing 302

sending 22

sending from address books 123

sending from Remote 239

spell-checking 24
Mailbox

adding columns 13

bolded items 9

changing column order 13

changing items 38

deleting documents 188

giving others proxy access 96

icons 9, 32

logging in 17

logging in from another workstation

17

passwords in Remote 237

removing columns 14

resizing columns 13

sorting columns 13

updating Remote 235

viewing options 11
Main Window concepts 7
Manage, disk space 251
Managing other's Mailboxes 97
Mark item Private in GW Desktop 284
Marking completed tasks 49
Master Mailbox 230

retrieving items in Remote 241
Meetings

accepting 51

canceling 43

declining 51

recipients across time zones 52

rescheduling 43

scheduling 42
Merging telephone calls 263
message

marking Private in GW Desktop 284

sending in GW Desktop 285
Messages
in GW Desktop 282
printing 88
reading in Calendar 66
sending from Address Book 123
Modem, creating connections in Remote
254
Modify rights 177
Month offset days 56
move items to new date in GW Desktop
283
Moving
address books 115
items in folders 80
Multi-User, printed calendar format 68
Multi-User List 67
Multiple Users
printing the schedules of 72
setting up Remote on a shared
computer 234
viewing the schedules of 66
Mutiple documents, checking out 181

N
/nu, startup option 278
Name Completion concepts 108
Name Completion search order, defining
110
Names, adding to personal address books
127
Network post office 20
New address books, creating 127
Non-Integrated applications 223
Notes
accepting 51
addressing 122
changing to other item types 37
declining 51
personal 50
printing 68, 70
recurring 54, 57, 58
saving 66
scheduling recurring 54
sending 50, 51
viewing 63
Notify
getting proxy notification 85
reading items from 84
running 83
setting options 84
starting 84
turning off 84



(0]
ODMA 220
Official version 194, 195
Offset days 55, 56
open GroupWise from GW Desktop
286
Opening
address books 118
attachments 28
documents 193
documents, multiple versions 193
existing images 299
items in Calendar 66
Trash 104
WorkFlow Central 306
Operators
auto-date 58
filters and rules 150
Find 143
Options
alarms 271
default Archive folder 268
default views 270
interface language 270
item priority 269
Remote 236
replies for sent items 267
return receipts 266
setting 266
Order, changing in columns 121

Organizations, searching for addresses of

108
Out of Office 44
Overview, GroupWise Imaging 295
Owning resources 102

P
/ph-pathname, startup option 278
/ps-path to Remote database, startup
option 278
padlock icon 65
Participating in workflows 304
Passwords 17, 18, 272
changing 273
Mailbox 273
removing 273
Path
to host 20
to Remote database 19
Pending items, accepting or declining
51
Pending requests 240
Periodic scheduling, auto-dates 54

personal address book
setting properties of 132
sharing with another user 133
Personal address books
adding names to 127
concepts 127
copying 115
copying names to 130
creating 127
deleting 128
removing names from 131
synchronizing entries 131
Personal groups 112, 113
editing 114
Personal items
changing to group items 39
scheduling 42, 44, 45
Phone messages
addressing 122
changing to other item types 37
sending 23
Phone, using with GroupWise 260
POA 19
Post office 20
Post office agent 19
Posted items, scheduling 42, 44, 45
Posting to shared folders 83
Predefined filters 134
concepts 134
frequent contacts 126
Preferences see Options
Print
attached files 89
calendar items 68
schedules 68
schedules of multiple users 72
Priorities
auto-date operators 58
changing 269
private, marking item within GW
Desktop 284
Private, marking items 99
Programs, launching with alarms 75
Prompting for appointments 75
Properties
checking status of items 31
document, defaults for 161
modifying LDAP provider 111
printing 89
setting an address book's 132
setting color for GW Marquee 293
setting for Frequent Contacts book
125

setting GW Marquee 291
specifying document 160
viewing Date Navigator 287
viewing for an address book 132

Property values, default 275
Proxy 96

editing the Access List 96

granting rights 96

managing other's Mailboxes 97

marking items private 99

printing a user's name on a printed
calendar 70

printing the schedules of multiple
users 72

receiving rights 96

subscribing to proxy notification 85

viewing schedule in GW Desktop 290

viewing the schedules of multiple users

66

Proxy List

adding users 98
deleting users 99

Public groups 112, 113

Q
Quick Import 170

QuickViewer, viewing attachments 33
QuickViewer, reading items 33

Range, auto-dates 54
read items in GW Desktop 282
Reading

Calendar items 66
items later 34

Mailbox items 33
received items 32

Receipts, sent items 266
Received items, displaying 7
Received items, reading 32
Receiving proxy rights 96
Recipients, workflow 304
Recurring appointments 54
References

creating 165
documents 160

refresh GW Marquee 290
Regular appointments 54
Remember password 18
Reminder Notes

in GW Desktop 282
printing 68, 70
saving 66
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scheduling recurring 54

sending 50

viewing 63

Reminders, alarms before appointments

75

Remote

concepts 230

connecting at regular intervals 236,
237

connection types 230

connections 252

copying connections 257

creating modem connections 254

creating network connections 256

creating TCP/IP connections 256

database 19

deleting connections 257

deleting items 251

deleting items in Mailbox 238

Disk Space Management 251

documents, opening 193

editing connections 257

filtering system address book 249

limiting the items you retrieve 244

Mailbox 230

marking a document as In Use 241,
244

marking a document In Use 239, 244

options 236

retrieving documents 243

retrieving items received between
specific days 246

retrieving items since you last
connected 246

retrieving personal address books 247

retrieving selected items 246

retrieving specific items 244, 245

retrieving subjects only 246

returning to the office 231

sending items 239

setting up 233

setting up on a shared computer 234

smart docking 231

specifying location 258

specifying time zone 237

synchronizing deletions with Master
Mailbox 238

updating Mailbox 235

user and system information 237

using Busy Search 248

verifying you're in 232

viewing pending requests 240

Removing
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names from address books 131
your password 273
removing items within GW Desktop
284
Renaming folders 78
Replies, requesting 267
Replying
including message text 36
items in shared folders 36
received items 35
to workflow originator 304
Reports, workflow 305
Requesting replies for sent items 267
Rescheduling 43
Resending items 30
Reserving time 44, 45
Reset document status, Reset 224
Resources
accepting and declining requests 102
creating rules for 103
notifications 103
owning 102
searching for addresses 108
viewing information 134
viewing the availability of multiple
resources 66
Retracting items 30
Retrieve
items in Remote at regular intervals
237
selected items 246
Retrieving
documents 193
groups in address books 114
items of a specific size 244
items, Remote 241
personal address books, Remote 247
specific items, Remote 245
Return receipts, getting 266

Returning, documents to the library 224

Rights
document versions, all 176
document, specific versions 177
documents, giving 176
granting proxy 96
modify permission, documents 177
receiving proxy 96

Routing slip 302

Rules
actions 90
copying 94

creating 90, 93
deleting 94

editing 94

enabling or disabling 95

events 92

fields 152

limiting scope 94

resources 103

running manually 94
Running

Notify 83

rules manually 94

S
Saving
attachments 100
Calendar items 66
documents 190
filters 147
groups 113
Mailbox items 100
status information 102
unfinished items 102
usernames to address books 130
Scanners, selecting 299
Scanning, Imaging 298
Schedule
printing 68
recurring appointments 54
viewing todays' schedule in GW
Desktop 288
schedule appointment from GW
Desktop 285
Schedules
printing 68
viewing 63
Scheduling
appointments 42
meetings across multiple time zones
52
personal appointments 44, 45

search order, defining Name Completion

110

Searching

addresses 108

filters 109

for available meeting times 45
Security, passwords 272
Selecting

existing annotations 297

scanners 299

items again 30

items from address books 123

items using address books 122

mail messages 22



notes 50
phone messages 23
reminder notes 50
tasks 47
Sent items
checking status of 31
confirming delivery 29
displaying 7
retracting 30
viewing 29
Sequential workflow 303
set alarm in GW Desktop 284
Setting
alarms 75
Notify options 84
Setup
integrating applications during 221
integrating document management
221
Remote 233
running 2
Share, address book with another user
133
Shared Computer, setting up Remote
Mailboxes on 234
Shared folders
posting items 83
replying to items 36
using 81
Sharing
documents 174
folders 82
rights to documents 176
Showing appointment information 45
Smart docking 231
Sounds
alarms 75
attaching 28
Specific versions 194
Specifying address book columns 119
Speed Dial 262
Spell Check, automatically 25
Spell-Check, automatically 272
Spell-checking items 24
Starting
Conversation Place 261
GroupWise 2
Notify 84
Workflow 303
Startup
dialog box, concepts 17
options 277, 279
Status 50

checking document 180
information, printing 89
information, saving 102
information, workflows 305
messages 305
Straight line annotations 296
Supported file types 295
Switches 149
synchronize Mailboxes 238
Synchronizing
address book entries 131
address books 131

T
task, marking completed in GW
Desktop 284
Tasks
accepting 51
addressing 122
assigning 48
changing to other item types 37
checking completion status 50
declining 51
delegating 39
in GW Desktop 282
marking completed 49
personal 49
printing 68, 70
reading 66
recurring 54, 57, 58
routing 302
saving 66
scheduling recurring 54
sending 47
unmarking completed 50
viewing 63
TCP/IP 19
creating connection in Remote 256
Telephones, using with GroupWise 260
Templates, creating GroupWise 165
Tentative 44
Text, printed calendar format 68
Text annotations 296
Text, finding in items 144
Text-from-a-file annotations 296
third-party address books, importing
116
Time
reserve 44, 45
zone 52
zone, specifying in Remote 237
Time Out, specifying seconds before
223

To do see Tasks
Today, go to 74
Toolbar, display settings drop-down list
7
Toolbars 14, 274
adding and removing buttons 274
customizing 274
displaying annotation 297
Tracking, workflow status 305
Transferring calls 262
Trash
opening and emptying 104
restoring items 104
saving deleted items 105
Traveling, using GroupWise 230
Turning off Notify 84

U

Unarchiving items 87

Undeleting items in your Trash 104

Unread items 9

Unsetting, alarms 75

Updating documents, checked-out 183

Uploading items from Remote 239

Usernames, copying to address books
130

Users, addresses 108

A%
Versions
deleting all 188
deleting document 188
documents, creating 194
documents, storing 194
official, specifying 195
opening multiple 193
rights to all 176
rights to specific 177
viewing 195
view 218
view an address book's properties 132
view Folder List from GW Desktop 286
Viewing
archived items 87
attachments 28
calendar, items as 12
details, items by 11
different calendar dates 74
discussion threads, items by 11
document activity 179
document history 179
documents when network is down
218
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documents, checked-out 182
group information in address books
114

items in QuickViewer 33
pending requests 240
schedules 63
schedules of multiple users 66
sent items 29

Views
changing 73
changing defaults 270

w
Wait interval, specifying for
non-integrated applications 223
Web-based Information Sites, receiving
HTML messages from 40
Week
first day of 74
offset days 55
Week calendar 73
Wildcard characters 149
Work in Progress folder, saving items in
102
Work items 304
WorkFlow Central, opening 306
Workflows 302
attachment types 302
broadcast 303
creating 303
participating in 304
report 305
sending reply to originator 304
sequential 303
status information 305
taskbar icon 306
tracking 305
work items 304
WorkFlow Central 306

Y
Year calendar 73

z

Zone, time 52
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